WordPress Editors Guide

A complete guide to Editors functions in WordPress

@ WordPress

|2 Dashboard | v Dashboard

- Dashboard

« Right Now
sP Posts Content
Media 1 Post
§ Links 1 Page
Links 1 Category
Add New 1 Tag
Link Categories
Pages Theme Twenty Ten with 6 Widgets
You are using WordPress 3.1.
CJ Comments
«
Recent Comments
& Profile
Tﬂ Tools Incoming Links
Tools

Thank you for creating with WordPress. | Documentation | Feedback

Discussion
1 Comment
1 Approved
O Pending
0O Spam

New Post v Howdy, editor | Log Out

Screen Options v  Help v

QuickPress
Title

Upload/insert [] B 7 {3
Content

Tags

|_Save Draft Reset m

Recent Drafts

There are no drafts at the moment
WordPress Blog

Other WordPress News

Version 3.1



Table of Contents

L0 LT ol 1 = S 5
|07 <3 ) o B PO TSRO P PO PP USORUPPRTRPPRRPPRN 5
PTOTILE .ttt ettt b ettt et h et h e e h et e bt et et e e ae et e sae et e nbesaeens 6
Edit/Add NEeW Pages.......cooiiiiiiiiiiieierteetee ettt sttt ettt sttt st s b bt et bt et e s b e ententesaeeeenbeens 7
Edit/Add NEW POSES ..couviiiiiiiieieteetet ettt ettt sttt st et b e e bt et s bt et et e e st et e saeennenbesaeens 8
o 11 3 T o - 9
07 1 N 9
LI TSI .2 T 1] T X- T 10
The Admin Window EXPlained ........c..cooeviiiiriiiiiiininieieneeeesee et sttt et 1
TRE HEAUET ...ttt ettt ettt et et b et b e e a et e bt et e st e e st e beebeente s bt eatenbesaeans 11
TRE SIACDAT ..ottt ettt et s at e s bt st e bt e a et e bt et esbe e st et e sbeente s bt eatenaesaeans 11
TRE EQUEOT .....ueeeveeeeeeeeieeieeteeete et esitestteetteeste et e e ae e seesseessaeasseesseesseesseesssessseassaesseensaenssenssesnsessseenseesseeseenses 13
TRE FOOLET .....voeeveeeeeeeeeeeeete et ettt e st e et e et e et e e ae e st e sseessaeesseesseesseesseesssessseasseenseessaensaenssesnsesnsesnseesseaseenses 15
DasShboard MOAUIES .........cccoioiieiieieeeecece ettt ettt e st e st e e teesseesseesseeesaeesseessaesseessaeneas 15
RIGAE INOW....ottiieieetee ettt ettt ettt e b et b ettt be et e bt e at e bt s ae et e s bt et e b e sae e besaeenee 15
RECEME COMUMETILS .....eeieiiiiieiiie ettt ettt ettt e ettt e e sttt e e s bt e e s s bbaeesaabbaeessabaeeesabaeessnsbaeessssaeesnnseeas 15
TNCOTUING LINKS ..ttt ettt ettt et s b et s bt eat et e e bt e e naeenee e 16
QUICK PT@SS .ottt eetee et et e et e et e e eve e e etae e e be e e tbeeeaseeeabeeeteseeabeeeateeentseesateeentseeetsesenteeeesseeans 16
RECEIME DITASES ..ottt h et h ettt et e b bt et e s b e eat et e e bt et enaeeneenee 16
WOTAPTESS BIOG......cc.oiiuiiiieiieiieiesieeteee ettt ettt et h ettt e h et sb et e st e st e besatensesbeeanens 16
OURET WOTAPTESS INEWS ..ottt ettt sttt et be st sh et s bt et e b s bt et e st esteaesaeeneen 16
X 14114 T 2 17
o ] N 17
PerSONAl OPLIONS ..ttt ettt ettt et et sb et esb e sat e be s bt e st e sbe e st e besbeenbesbeeneebesbeeneen 18
INQITIE .ttt e e bttt e ettt e e sttt e e s abbe e e s bt a e e s abt e e e e abae e e e abaeeeeahbe e e e bbae e e abaae e s abaeeeenbaeeeanes 19
(@0} oY 7= Yot d ' 1 o TP 19
8T =T 4 19
PagES VS POSLES ..ottt ettt ettt st ettt st et st et s ne e e e s e e snee s 19
PG ettt st et e e bt s b et et s bt et e e saaee s bee s 20
POST ettt et ettt et e bt e bt s bt e et e s bt et e e saaeesnee s 20
LI L8 = 11 22
THE TOOIDAT ...ttt s a et e bt et b et e b e s bt et e s b e e st e beebeennenbeeneenee 22
INSETE/EIt LINK.....ccveeeveeeeiieeeiee e et eete ettt eae e eetee et eaee et e ee e e etesetbeesaveeeteeeetseeeaseeetssenareesaraeenseeas 24
The KIitChemn SIMK .......ooooiiiiiiicieceee ettt ettt e et e e et e eeteeeebe e eeteseeabeeebesentseeeasesentseessseeeseeensseens 27
UPLOQA /TSIt c.eieteeiteeeeit ettt et t e b et b e bt et s bt et e st e e st et e sa e e b e sbe e st e nbeeae et e sbeennenbeeneenee 32
BTt TMA@E .ottt ettt a ettt e a et bt et b e e a et bt et h e e a b et s he et e bt et e benaeeneen 32
= =R 35
PGS .. et ettt st ettt st e be e e et s be e e ab e s ne e e e e e s reeenee s 35
EQIt PAGE.......cueeiieiieiieieiee ettt ettt sttt e a et h et e bt e ht et b e e st et s h e et e b eat et bt et b eneenee 37
TRE THEIE ...ttt ettt ettt e et e et e et e et e esbe e seesseesseeesseasseenseessaesseesseessseassaassaensaessaesseesssenssennes 37
TRE PeTTALINK ..ottt ettt ettt e te e teesteesteesteessteasseesseessaesseesseessseassaassaensaesseenseesssenssennes 37
TRE COMEEIL ..eeuveeneeetieeiieeie et et et et e st e et e e tteesbeesbeessee st esseeaseeasseasseesseessaesseesseessseassanssaensaesseeseesssenssenses 38
L0 e oY T 1T TR 38
CUSEOTTE FIOIAS.......ocveeeeeee ettt ettt ettt e st e st eesbeesbeesse e seesseeaseeasseasseensaesseesseesssessseesseensanns 38



DIISCUSSTOM ..cceiiieeeiiee ettt ettt ettt ettt e s et e s et e e s s abt e e e sttt e e saabbeeeeabaaeesasbaeesenstaeessnbbaassnnsbeessnnsees 39

PAGE AULROT ..ottt ettt ettt e he ettt et b e s bt et e s bt e it et e e b e et e b eneenee 39
PAGE REVISIONS. ....ceeuieeeiiiiiiiieeitteete ettt ettt ettt et sttt st e st e sabe e e bt e s abe e sbe e e smbeesabeeesteesaneesaneeen 39
PUDBIIS ...ttt ettt e e e e e e et e e et e e et e et e e e b e e e etae e traeebeeetr e e areeeraeetaes 41
TTASH A PAGE ...ttt ettt e h et h ettt e a et sb et e st e st et e satentenbeeanen 41
ReStOTE OF DElete A PAGE .......c..ooueeieeiieiisiieiesie sttt ettt sttt sttt b st be et nbe et enee 42
ATETIDULES ..ot eeaee et eeee et e ettt e e ae e eteeeete e e e aeeeteeeetbeeeaseseaseeeaseeeasseeesssenaseeensesensseesasesenseeensreeans 42
A NEW PAGE.....iiiiiiieiteteeee ettt sttt ettt et b et e bt et e s bt et et e e bt et e sbe et e nbesat e benbeearens 43
o L) N 44
POSES .t e e e e e e — e e e e e e e ———aeeeeeeaaaa———aaeaeeaaa bt taaeaeeeeaaaaraaaeaeeeaaanrrraaaaaeeeananes 44
EUt POSE ...eveeeeeeeeeetee ettt ettt ettt et e st e s tte e st e e sbeesseesbeessee st esssessseasseassaensaesseeseesssessseasseanseensaensaenneas 45
SEICKY POSE ..ottt ettt ettt sttt b ettt h et e bt ea et e bt et e s bt en b e bt satenbesbeentenbeeneentens 46
) 2o} 41 T L USSR 46
(@0 1]« o) o = T TP O PPV PP P OPRTRPPPORPPPION 46
POSE TAGS ..ottt ettt et et e s e et e sttt st e bt e st bt et e st et e e e saaee s en 47
QUICK EdIE oo eieeeee ettt ettt et e e e e etae e e ta e e e aeeeeteeeeabeeeabesentseeeabeeetseeetseeensaeensaeenaressases 47
e ] £ N o ) RS 49
RESEOTE OF DElEte A POSE .....ooceveeveeiiesiieeieeieeteecteesteestteseaestesssessse e seesseesssesssesssesnseesseenseesssesssesssesnsennes 49
VIEBW ..ttt ettt ettt ettt e et e e et e e e e bt e e s e h bt e e e e b be e e e bbae e e abaeeestbaeeeenabaeesent 50
AA NEW POSL ..ottt ettt e et e st e e be et e s be e s st eesseesseesseesseesssassseasseassesssessseeseesssensseessensseens 50
POST TAES +eeetteeiieette ettt sttt ettt e ettt b et ettt e he e e et s be e e nbe e s ne e e ne e e s neeeanee s 51
EQIt POSE TGS ..ottt sttt sttt et b ettt e h ettt e st et s bt et e s b e eat et e e bt e nsenaeeneenee 52
QUICK EIt «.oevveeveeeieeieeeeeeeee ettt ettt e et e et e et e st eebeebe e st e sseesseeesseasseenseesseesseesseessseassanssesnsaenseenseesssenssenses 52
Q1710 § 1= T PP SRRSO PO PPRRUPPPP 52
EQIt CAU@GOTY ..ottt sttt ettt s h et h et e e e bt et et e st e b e s bt et e s beeatebeebe et e naeeneenee 54
QUICK EdIE oottt ettt e e ettt e et e et e e eta e e e aeeeeteeeeabeeeatesentbeesabeeetseeetseeesaeentaeenareesares 54
Y= L N 54
A TIMAGE ..ttt ettt b et b e s h et e bt et b e e bbbt e st et e bt et s bt et e beeat e benbeearen 55
Add IMAGe FTOM COMPULET ......e.eeieeiieieiieieesiesitete sttt sttt ettt ettt sttt et s bt et ente e bt etesaeensenaesaeenean 55
Add IMAGE FTOM URL ...ttt sttt st sttt ettt et et i eneas 57
Add Image From Medi@ LIDTATY ..........ccooeeiereiieiiesieeiesieeieeie sttt sttt ettt et st sst et sie et naesaeenees 58
Add IMAGE TO GAIIETY ...ttt ettt et et b et bt et e ae st e besaeeneas 59
FEAtUTE IMAGE ..ottt ettt et a et e bt et et s bt et e s b e e st et e s bt et e sbeeneebesaeeneen 61
AddIng Other MEdia .....coeeiiriiiieieeieieeee ettt ettt b et e st e s st ebe st e et e nbesaeenbesbeeneens 62
EMNDBEA MEIA. ..ottt ettt et et h ettt e h ettt et e b s bt et e s bt e st et e e beentenaeeneenee 62
Add Media FrOm COMPULET .......c..ooueeieiesieeiesie ettt ettt ettt et ste et estesae et e sbesatenbesbeebesbeeneetesaeeneenee 64
Add Media FrOm URL .......ccuoooueeeiieiieiiecieecieeceestesteeteeteeteesteesseesseesseesssessseessessseesseesssesssesssessseessesssenns 65
Add Medi@ TO GAIIETY ...ttt sttt et b et be et e b st e besaeeneas 65
Add Media From Medi@ LIDTATY ..........cccooieuererieiiesieeiesteeieeie sttt sttt ettt st sttt enaesaeeneas 65
LDTATY ettt h et h ettt e a et h et bt et e b e e bt et e b e et e bt en e et e eaeenaenee 66
Bt .ttt b e bttt 68
Cropping OF SCAliNG AN IMAGE ......c..ooeevueeuiiieiieiesieeieee ettt sttt st sttt st sae e e 68
Other Editing IMAGe ICOMS ......cc.cocuivuerierieeiieiesitetesie sttt ettt st ettt ettt eat et sbeeatesbesateaesaeeanens 70
DICIOLC........oeeeeeeeeeeeeee et ettt e e et e e e et e e te e e ba e ebe e eetbeeebeeeataeeetaeeebeeetaeenareeeraeetees 71
VEBW ettt ettt e e e e e et e e e e e e e e —— e e e e e e e e e b———eaeeeeeaaab——aaaeeeeaa—taaaeaaeeaaabaraaaeeeeaanrraraes 71
A NEW ...t ettt e ettt e e te e et te e eetaeeetbeeeeteeeetbeeeabeeeatbeeetseeeabeeeteseesseeentesentseesaseeentaeensseens 71
I L 72
LINIKS ¢ttt ettt ettt ettt et et e e et e e e te e eetbe e e be e eebaeeetaeeebaeeetbeeeabeeetaeeetaeeeabeeeteeenareeebeeenarean 72
L USRS 73
DICIOLC........oeeeeeeeeeeeeee ettt e et et e e ettt e e e e e ete e e ba e e te e e tbeeebeeeetaeeetaeeebeeetaeentbeeeraeetees 77



LINK CAt@GOTIES ..uvevtiuteiieiieteeitete sttt ettt ettt b ettt e st et e sh e et e s bt sat et e s bt e st e sbe e st et e eaeenbesbeeneenbesaeensen 78
L ST PUU TS 79
QUICK EdIE .voocvveeieeeeeee ettt eete e et ee vt e e tae e eetae e e veeetaeeetseeeabaeeetaseeabeeenbeeentseesasesenteeeesseseteeensseeens 79
DD L= = OSSP 8o

00T 010 01T 41 80

APPTOVE/UNAPPTIOVE....conuiiiiiiiriieeitteette ettt et et e ettt e saet e st esamee e et esabeesemeeesaseesabeeeseeesaseeseneeesmseesanaesamenenns 81

SPAIML ..ttt ettt st ettt sttt st e be e e e e s be e e na e e s ne e e nee e e neeenee s 81

8 T o RS SP 82

D PRSI 82

L0 LU el Q0 27 L TSP 83

RO DY ettt ettt e h et b e e a et bt et heea bt e a e et e bt ent e benaeeneen 83

e T ) 3 84

TUIDO .ttt ettt et e e tte e e te e eetaeeebeeeeteeeeaseeeabeeentseesasaeesseeasseeenseeetasenabeeetaeeetseeeareeens 84

PTEOSS TS ..c.vvieeiie ettt ettt et ettt e ete e et e e et e e e teeeetbeeebeeeetaeeeabeeebaeentseeeaseeeetseeeaseeeteeenaseeenteeennns 84



Quick Start

Login

+ Back to WordPress

@WORDPRESS

Username

Password

Enter your Username and Password as supplied by your web developer or IT Department
to log in to the administration system

Once you're in you will see the Dashboard:
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1. The first thing you need to do is change your password to something more
meaningful that you can remember. Click on Profile towards the bottom of the left

hand menu.

Profile

(i) WordPress

(&t Dashboard

sr Posts
Media
@ Links
Pages
() Comments

& Profile v

Your Profile

T4 Tools

&4 Profile
Personal Options

Visual Editor

Admin Color Scheme

Keyboard Shortcuts
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editor
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Usernames cannot be changed.

Howdy, editor | Log Out

Help

Here you can update any of your personal information, including your password, which is
found at the bottom of this page. Click on the Update Profile button when you're done.



Now it's time to add some content or edit some existing content. If you are unsure whether
you should be using Pages or Posts, read Pages vs. Posts in the Editors Guide.

Edit/Add New Pages

uﬂp WordPress Pages v | Howdy, editor | Log Out
Screen Options Help
1P| 1| Add New Page
s~ Posts 1 Publish
By Media Save Draft "~ Preview
@’ Links 3 Status: Draft Edit
Upload/Insert A3 (N Visual
Pages & gl - ! Visibility: Public Edit
o= |[i= = [=][= =r A=
Pages LIS NS ISR S E =il |V 7| B &= **] Publish immediately Edit
Add New 2
o Move to Trash «<r
) Comments Lot O] 5

1: Profile Page Attributes
T} Tools Parent
(no parent) %
Template
Default Template
Order
0

Need help? Use the Help tab in the upper right
of your screen.

Featured Image
Path:

Word count: 0

Set featured image

1. The first field you need to fill in is the page title.
2. Then use the visual editor to enter the content for your page.

Hint: Click on the Full Screen button:

This allows you to edit your page in full screen mode, giving you greater control
over your work area.

NB: You cannot save your changes when in full screen mode so always toggle back
to normal screen mode to update your content.

3. The four buttons next to Upload/Insert allow you to add media such as images,
audio and video and assign titles and descriptions to media files. For more detailed
information about this process, read the Media section in the Editors Guide.

4. When you are happy with your page, click on the Preview button found at the top
right corner of the Publish module on the right hand side of the page. This will give
a real life preview of how your page will look on your website.



5. Once you're happy for your page to go public, click on the Publish button at the

bottom of the Publish module. If you are editing an existing page this button is

called Update Page.

Edit/Add New Posts

(%Y) WordPress
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Move to Trash

Format 1
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Post Tags

Separate tags with commas
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R

Featured Image
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Adding or Editing Posts functions much the same as Pages, however there are some
additional information you need to enter.

1. You can change the presentation of your posts by setting up Format.

2. You will also need to assign the post to a category which will affect where and when the

post appears on the website.

3. On the right hand side underneath the Categories module you can add Post Tags to your

post. Post Tags are like keywords that visitors may use to search for related articles. For

example, adding the tag "wedding" to a catering article and a photography article may

help your visitors find related content on your website.

4. There is also an option to add a Featured Image to your post.

You can preview posts just like pages and edit existing posts same with existing pages as
well. When you want to go public or save your changes click on the Publish or Update

Post button.



Editors Guide

Welcome to the administration system that manages all of the content for your website. You
have been made an Editor within the system, which means you have been granted access to
create new content and edit existing content. This guide will walk you through the steps
involved.

The first task you have to do is to log in to the system so you can make changes or add a
content.

Login
By now, you should have been given a username and a password by your developer or IT
department.

The login screen looks like this:

+ Back to WordPress

@WORDPRESS

Username

Password

O Remember Me (" Log In ]

Lost your password?

Simply type your username into the rectangle (or field) labeled “Username” and then click
in the field labeled “Password” and enter your password.

Hint: You can also use the “tab” key on the keyboard to move into the “Password”

field and make it active.




Take care to make sure the details you enter into both of these fields exactly match the
details you have been supplied. The username is usually case-sensitive (meaning that
uppercase and lowercase letters are different) and the password is always case-sensitive.

You can place a tick in the box labeled "Remember Me" and the system will attempt to
remember you to save you having to enter these details next time.

\ Technical: These details will be stored in the system memory until you empty
your internet browser's memory or clear your history. It doesn't matter if you don't
understand this all, what is important is that if you tick this box it can save you
time in the future.

Once you entered the correct details, click on the "Log In" button, or hit the "enter" key on
your keyboard.

If you have forgotten your password click on the text that reads "Lost your password?"
and you will be taken to this screen:

+ Back to WordPress

@WORDPRESS

Please enter your username or email address. You
will receive a link to create a new password via email.

Username or E-mail

Type your username or email address into the field and click on the "Get New Password"
button. A new password will be emailed to you.

Once you have your new password, login.

When you have logged in you will be taken to The Dashboard.

The Dashboard

The Dashboard screen, also considered the home page of the admin system, looks like this:
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The Dashboard, along with all of the screens you will come across in the admin system,

consists of the following four key elements:

* The Header
* The Sidebar
e The Editor
* The Footer

The Header
The header looks like this:

sﬂ/ WordPress

The header provides you with:

New Post v Howdy, editor | Log Out

* Alink to visit your website as the rest of the world sees it
* A drop down list of quick links for adding content to your website (these will be

covered later in more detail in their own sections)

* Alink to your profile "Howdy, editor”

* Alink to Log Out of the system

These features will be explained in more detail later on.

The Sidebar
The sidebar looks like this:

11



pastboard | v | 2% Dashboard
Dashboard &_ Sidebar)Widgets

Right Now

57 Posts » c|ic_&gvﬁm‘el yand

Posts 1 Post oricollapse;sidebariwidgets
Add New

1 Page 1 Approved

Categories

Pont Tags 1 Category O Pending

Media O Tags O Spam
@ Links Theme Twenty Ten with 6 Widgets

Pages You are using WordPress 3.1.

Pages

Add New Recent Comments

C) Comments

Clickithesejarrowsjtojexpand

8. Profile oricollapsejentire;sidebar;

Th Tools

The sidebar provides you with a comprehensive list of tools that allow us to perform
functions in the admin system. Each set of tools is grouped into what we call "widgets".

Hint: Each widget (with the exception of Comments) has a drop down arrow in
the top-right corner, which allows you to expand or collapse the widget.

You can also expand or collapse the entire sidebar by clicking on the horizontal line
with the arrows in between the widgets Dashboard and Posts and also in between
Comments and Profile

This is useful for saving space on your screen.

When you first log in, the "Posts"” widget should be expanded to reveal the tools available to
you.

In order from top to bottom, our widgets are:

* The Dashboard
o Dashboard
* Posts
o Post
o Add New
o Categories
o Post Tags

12



e Media

o Library

o Add New
* Links

o Links

o Add New

o Link Categories
*  Pages

o Pages

o Add New

e  Comments

* Profile

o Your Profile
* Tools

o Tools

Each of these tools will be explained in more detail later on.

The Editor
The editor looks like this:

Screen Options

72} Dashboard

Right Now QuickPress

Content Discussion Title

1 Post 1 Comment Upload/insert [&] & A 3
1 Page 1 Approved Content

1 Category O Pending

O Tags O Spam

Tags
Theme Twenty Ten with 6 Widgets

Help

You are using WordPress 3.1. Save Draft Reset m

Recent Comments Recent Drafts

There are no drafts at the moment
Incoming Links

WordPress Blog

Other WordPress News

The editor is where you add new content or change existing content in your website. The
modules in the editor change according to which tool you are using form the sidebar.

On the dashboard screen there are seven modules:

In order from top to bottom, our modules are:

13



* Right Now

* Recent Comments

* Incoming Links

*  Quick Press

* Recent Drafts

*  WordPress Blog and

* Other WordPress News

Each of these modules will be explained in more detail later on.

Hint: Many modules within the admin system can be picked up and moved around
in order for you to better manage your work area.

To move a module position, move the mouse over the grey bar at the top of the

module until the mouse becomes a cross with arrows like this:

+

Then hold down the mouse button and move the module to its new location.

If a module is unable to be moved or cannot be moved to the location you chose, it
will automatically return to its original position.

Modules can also be expanded and collapsed by clicking on the down arrow in the
top-right corner of each module

In the top-right corner of the editor you will find two buttons:

* Screen Options, and
* Help

If you click on the Screen Options button a module will slide open allowing you to hide or
show any of the modules in the editor. This gives you greater control over your work area.

Clicking on the Help button will slide open the Help module and provide tips for the screen
you are in.

14



Technical: This help module is designed more for developers and the IT
department so more than likely you will not need it. All the help you need should
be right here in this user's guide.

The Footer
The footer looks like this:

Thank you for creating with WordPress. | Documentation | Feedback Version 3.1

The footer contains a link to the WordPress website, documentation and feedback forum as
well as a version number so you always know which version of WordPress you are running.

The footer also provides a visual cue for you that you are at the end of the page.
Dashboard Modules

Right Now
The first module on the dashboard screen is called "Right Now" and provides you with a
snapshot of the content in your website.

In the example there is 1 Post, 1 Page, 1 Category and o Tags as well as 1 Comment. This
one comment has been approved and therefore shows as 1 Approved, o Pending and o
Spam.

We'll cover each of these in more detail later on.

You'll notice that the information in this module also links to the relevant sections of the
admin system. For example: 1 Page links to the "Edit Pages" screen. This provides easy

navigation between admin sections.

The Right Now module also tells you the name of the theme you are using, how many
widgets are being used in the sidebar of your website and the version of WordPress you are

running.

\ Technical: Themes, widgets and version upgrades are tasks assigned to
administrators. As an editor, you are not able to make these changes.

Recent Comments

The Recent Comments module shows the most recent comments made by visitors to your
website. If you position the mouse over a comment, a menu appears underneath it with the
following options:

* Unapprove
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* Reply

e Edit
* Spam
e Trash

There is also a View All button that links to the Comments screen in the admin system
where you can view all the comments that have been made.

We'll cover Comments in more detail later on.

Comments may not necessarily be enabled on your website. If they are not enabled then just
ignore the Recent Comments module.

Incoming Links

The Incoming Links module displays how many other blog sites are linking to your site.
This is primarily used as part of a Search Engine Visibility strategy and may not be relevant
to you.

Quick Press
The QuickPress module allows you to write and publish a post right here from the
dashboard or save it as a draft and revise it later.

This will make sense once you have read the Add New Post section. Just know that this is a
handy tool for quickly jotting down ideas while they are fresh and before you lose your train
of thought.

Recent Drafts

The Recent Drafts module displays any posts that have been written and saved as drafts,
waiting to be published. If there were any drafts here, you can click on the title, make any
revisions and either save it again or publish it to the website.

WordPress Blog
The WordPress Blog displays recent entries by WordPress developers about the general
ongoing evolution of the WordPress platform. This may or may not interest you.

Other WordPress News
The Other WordPress News module shows other news relating to the ongoing
development of the WordPress platform. As above, this may or may not interest you.

For day-to-day use, you could safely turn off the WordPress Blog and Other WordPress
News modules by clicking on the Screen Options button in the top-right corner and un-
ticking the appropriate boxes.
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Admin Bar

If you enable the admin bar in your profile you will see the Admin Bar as a thin grey bar
that appears at the top of the page. The admin bar can be switched on or off on the “live”
website and the admin dashboard in your profile settings.

Starting from the left, the admin bar contains a small picture (avatar) of whoever is logged
into the site. Following the avatar is the username of the person logged in.

The username is a dropdown list, which consists of:

* Edit My Profile - a link to Profile page.
* Dashboard - a link to Dashboard page.
* Log Out - a quick way to log out your admin control.

Next is the Add New dropdown list which links to add a new page or post.
Next is the link to the Comments page

The Admin Bar's left panel looks like this:

. editor v Edit Page  Add New~  Comments

On the right side of the admin bar is a Search form, for quickly searching existing page or
post on your website.

This Search form functions like any other search form. You just need to type in the title of
the page or post that you are looking for and hit the search button.

The right side of the Admin Bar looks like this:

ISearch I Search I

Profile

You can access your profile by clicking on the Profile widget in the sidebar or clicking on
your username next to the word "Howdy" in the header. This "Howdy" reference is a way of
letting you know that you are logged in under your username. Some admin systems may
have multiple users logged in at once so this is a useful tool for making sure you are logged
in correctly.

The Profile screen looks like this:
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(%Y) WordPress New Post v Howdy, editor | Log Out

Help

(&} Dashboard ‘:}u Proﬁle

 Posts Personal Options

(5 Media .
f 2 Visual Editor [ Disable the visual editor when writing
& Links

Admin Color Scheme ~

[ Pages O Blue
() Comments

. g
& Profile

Your Profile Keyboard Shortcuts () Enable keyboard shortcuts for comment moderation. More information
T4 Tools Show Admin Bar @ when viewing site

[ in dashboard

Name

Username editor Usernames cannot be changed.
First Name

Last Name

Nickname (required) editor

Display name publicly as editor

Contact Info

In the Profile screen you can change your personal options, name and contact information.

Personal Options

The Visual Editor is what you will use when writing or editing posts and pages in the
website. Disabling the visual editor means you will only be able to write posts and pages
using html and will have no visual representation of the content you're working with.

Caution: It is recommended that you do not tick this box unless you are an

experienced html programmer and are familiar with WordPress.

The Admin Color Scheme allows you to change the color scheme of the admin system to
your preference.

Keyboard Shortcuts allow you to navigate and perform functions in the comments screen.
This is useful if you receive a large number of comments from visitors to your site. If you do
not have comments enabled please ignore the following paragraph.

Briefly, if the keyboard shortcuts box is ticked you can move up and down through your list
of comments by using the keys "k" and "j" respectively. Once a comment is selected (as
shown by a light blue background) you can use the following commands on the keyboard:

* a-approves the comment
* s - marks the comment as spam
* d - deletes the comment

* u - unapproves the comment
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* 1 -replies to the comment, and

* q - allows for a quick edit of the comment
More information is available at the official documentation for WordPress:

http://codex.wordpress.org/Keyboard Shortcuts

Name

Your username is set when you are established as a user in the system by the administrator
and cannot be changed. You can change your first name, last name and nickname as well
as how your name will be displayed on the website. Depending on how your website has
been designed, your name may be displayed as an author of posts or pages that you have
contributed. The option labeled "Display name publicly as" is where you can determine
how you want your name displayed to the public.

Contact Info

Your email address is required and is entered when the administrator establishes you as a
user in the system. If your email address is incorrect or changes, update it here. You can also
enter more optional personal information like your website address, AIM (AOL Instant
Messenger) name, Yahoo Instant Messenger name and Yabber/Google Talk name as well as
a brief biography. Some of this information may be shown publicly on your website
depending on how it has been setup.

NB: If you are unsure about any of this, consult with your web developer or IT department.

If you have been assigned a password that you did not set, you can change your password
here to one that you will remember. Measure the strength of your password with the
strength indicator. Maintaining a strong password is important to make sure you are the
only person logging in and making changes under your username.

Caution: Strong passwords are at least seven characters long and contain a

>

combination of upper and lower case letters as well as numbers and symbols such
as |@#"?$%"&*()

When you have made all of your changes, click on the “Update Profile” button and all of
your personal profile details will be updated in the system.

Content

Pages Vs Posts

The admin system provides two ways of creating content for your website:
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* Apage,or
* Apost.

To determine which is the best option for your content, you need to first understand the
difference between the two.

Page

A page includes an overall structure for presenting information on your website. For
example: a page will include the header, (top part of the page usually containing a logo and
navigation menu), a section for the main content of the page and a footer (the bottom part
of the page usually containing some legal information, copyright notices and other links). A
page may also include a sidebar on the left or right hand side containing links to other
sections of the site

Pages are not generally updated or changed on a regular basis, however some of the content
on a page, including posts, may be updated regularly.

Think of a page as you would if you were reading a newspaper. The one page can be broken
up into many different sections for a feature article, related stories and advertisements.

Pages are generally accessed by the main navigation menu on your website.

Examples of pages on your website might include About Us, Contact Details, Mission
Statement, Products and Services and Legal Information.

Post

Considering the newspaper model, a post can be thought of as essentially one article. It is
written and published at a given point in time about a particular subject in a specific
category and posted on a certain page. The sports page, for example may contain several
posts from the sports category.

Posts are primarily written as part of a blog (web based log of events - or journal). However
posts have multiple functions and using them creatively can give you greater control over
the management of your websites content.

Posts belong to one or more categories and can be sorted and displayed in all sorts of ways
on your website.

Examples of posts on your website might include press releases, product fact sheets,
general news articles and blog entries.

\ Technical: Posts can live on pages - in the main content area. Pages cannot live
on posts.
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The following screenshots may help to explain the difference between a page and a post.

A page:
iYoo) WordPress » About
EIQ @ ;' nitp:/ fwordpeess.org fabout/ Q T'Q-

HEADER

TITLE
SIDEBAR CONTENT SIDEBAR

Header, Title, Content and Sidebars
combine to make up the “page”
structure of the “About WordPress” [
page

A post:
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. YeXo) WordPress » Blog » Contributing to WordPress, Part Iit: Usability Testing

EB @ @ @ f i\ 7nnp rﬁmdb«u.o«q/&ow‘o’pmem lZOOQJb;Ilcs{nm-oopsl O L__\j:\ Q-
Sl S e — e
ADER |
|
|
|
|
|

9 DEBA

Header, Title, Content and Sidebar
combine to make up the “page”
structure of the “WordPress Blog”
page which contains a post called
“Contributing to WordPress, Part Ili:
Usability Testing”

If you are updating your site or adding content on a regular basis, it is more than likely you

will be using posts.

NB: If you are still unsure about whether or not to use a page or a post for your content,

consult your web developer or IT department.

Now that you have an understanding of the difference between a page and a post, let's look

at how to edit existing content or add new content.

We're going to start off easy by editing an existing page to get you familiar with the tools

you need to use.

The Editor

The Toolbar
Above The Editor rectangle there is a toolbar containing common tools for formatting

your content. Similar to some word processing programs like Microsoft Word, the standard

tools are, from left to right:

B 7 a = = « S AMIE
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Bold - to make text bold.

Italic - to put text in italics.

Strikethrough - to mark text as deleted

Bullet List - also known as an unordered list:
¢ This is an item in a bulleted list
e This is a second bulleted item.

Numbered List - also known as an ordered list:
1. This is an item in a numbered list

2. This is a second item in a numbered list.

Blockquote - used for quoting somebody in an article.

Justify left - align the text in the paragraph left.

Justify Center - align the text in the center.

Justify Right - align the text right.

Link - insert a link to another webpage (also called a hyperlink).

Unlink - remove the hyperlink.
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.

Insert/Edit Link

Insert ‘More’ Tag - this splits the page into two parts. This may result in
your website displaying the content before the ‘More’ tag and placing a
“read more” link for users to click through and read the full page

Spellcheck - check the spelling of the content. Use the drop down arrow

to choose a language from the list if required.

Fullscreen - this allows you to edit your page in full screen mode, giving

you greater control over your work area.

NB: You cannot save your changes when in full screen mode so always
toggle back to normal screen mode to update your content.

Show/Hide Kitchen Sink - this button turns on or off the extra buttons
available on the toolbar.

To add a link to your page or post, highlight the word that you want to make the link.

Then click on the insert/edit link button.
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Upload/Insert [= (8 & & Visual HTML

I
i
10
¢
O

B 7 & T =

This is an example page. It's different from a blog post because it will stay in one place
and will show up in your site navigation (in most themes). Most people start with an
About page that introduces them to potential site visitors. It might say something like
this:

Hi there! I'm a bike messenger by day, aspiring actor by night,
and this is my blog. I live in Los Angeles, have a great dog
named Jack, and I like pifa coladas. (And gettin' caught in the

rain.)
...or something like this:

The XYZ Doohickey Company was founded in 1971, and has
been providing quality doohickies to the public ever since.

| S LI o ) SR A LU TR . § - NS S A A ST [ —
Path: p
Word count: 153 Last edited on March 18, 2011 at 5:08 am

>

A pop up window will appear allowing you to edit your hyperlink according to what page or

site you want to link to, the title of the link and if you want your link to open in a new

window.

25



Insert/edit link | X |

Enter the destination URL
URL http://

Title

("] Open link in a new window/tab

Or link to existing content

Search |

No search term specified. Showing recent items.
Hello world! 2011/03/18

Sample Page PAGE

Cancel  Add Link J

URL is where you enter the address of the website or page where you want to link to.

Title is the title of the link. Users will see this when the hover their mouse over the link.

Enter the destination URL
URL http://

Title

(") Open link in a new window/tab

If you want to link to an existing page or post in your site you have two options. One is to
search for the title of the page or post,

Or link to existing content

Search
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Or choose a page from the list of recent pages or posts that is automatically displayed at the

bottom of the pop up window.

Hello world! 2011/03/18

Sample Page PAGE

Using the search box or choosing one of the recent pages or posts will generate the URL and

title for your link.

Once satisfied with your changes click the Save Link or Add Link button.

The Kitchen Sink
With the kitchen sink button turned on the toolbar looks like this:

D | €9 |7

Iy
(1
il
¢

B 7 48 =iz ¢ .‘

uvi
"
3
()

m w2 H|IQ

4

Paragraph v U A_

The following tools are now available to you, from left to right:

Paragraph ~ Format - this option formats the selected text as a paragraph, address,

preformatted, heading or sub-heading.

U Underline - to underline text.

Justified - to justify text both left and right.

Text Color - to change the color of the text.

>
4

3 Paste Plain Text - this button will open a pop up dialog box to allow
you to paste plain text into your page.
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Paste as Plain Text |}

Paste as Plain Text #Keep linebreaks
Use CTRL+V on your keyboard to paste the text into the window.

Cancel Insert

NB: It is advisable to use this button if you are copying text from a text
editor like notepad or text edit as the system will format the text into
correct html for your website. Avoid pasting text directly into The
Editor.

Paste From Word- this button will open a pop up dialog box to allow
you to paste text from Microsoft Word into your page.



Paste from Word
Use CTRL+V on your keyboard to paste the text into the window.

Cancel Insert

NB: It is advisable to use this button if you are copying text from
Microsoft Word as the system will format the text into correct html
for your website. Avoid pasting text directly into The Editor.

Remove Formatting - remove all formatting from the selected text.

Embed Media - this button will open a pop up dialog box allowing
you to embed various types of media directly into your page. For
example: Flash, QuickTime, Shockwave, Windows Media or Real
Media.
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Insert / edit embedded media E3

General Advanced

General

Type Flash

-«

FilefURL
Dimensions X [C1Constrain proportions

Preview

Cancel Insert

Select the type of media you want to embed, the file or url of the
media and set the dimensions.

Preview the media and then click on insert to embed the media or
cancel to cancel the process.

There are more settings under the Advanced tab that relate to each

specific type of media being inserted.

NB: Consult your web developer or IT Department for the correct
settings for your type of media.

Custom Character - this button will open a pop up dialog box
allowing you to insert custom characters such as diacritics for words
like café and facade as well as various currency and legal symbols.



Select custom character | % |

Select custom character
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HTML-Code

NUM-Code

Simply click on the symbol to insert into your page.

Outdent - removes the indent from the start of a line in a paragraph.

e
]

) Undo - this reverses, or “un-does” the last thing you did in The
Editor. If you hit the undo button more than once it will undo your
previous actions in reverse order.

NB: You cannot undo an action once you have Updated the page or

Saved it as a draft

Indent - indents the start of a line in a paragraph.

Redo - this reverses the undo, or “re-does” the last thing you un-did

in The Editor. So if you hit the undo button by mistake you can re-do

with this button.

@ Help - this button open a pop up dialog box with some more

information on the functions of the Visual Editor

NB: Your web developer or IT department may have installed additional buttons on your
toolbar to the ones listed above. If this is the case, consult them for explanations.

Use the tools available to you in the toolbar to design your page the way you want it.
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Upload/Insert
Directly above the toolbar there are four buttons that allow you to add media to your page.

Upload/Insert

These functions are covered later in the Media section. However, there may be an image
already in your page that you want to edit.

Technical: This help module is designed more for developers and the IT
department so more than likely you will not need it. All the help you need should
be right here in this user's guide.

Other media like video, audio and pdf files cannot be edited once they are inserted into a
page, they must be deleted and re-inserted.

Edit Image

You can edit images to change the way they appear on your page.

() WordPress
(& Dashboard

s~ Posts
Media
@ Links
Pages v

Pages
Add New

C) Comments

& Profile

T} Tools

i | Edit Page

Sample Page

Permalink: http:/ /localhost/wordpress/?page_id=2 ( View Page

Upload/Insert [= (8 A2 {3 Visual
B|Z | |iZ|is|« === =ENEE
This is an example page. It's different from a blog post because it
will stay in one place and will show up in your site navigation (in
most themes). Most people start with an About page that
introduces them to potential site visitors. It might say something
like this:
~ Hi there! I'm a bike messenger by day, aspiring
actor by night, and this is my blog. I live in Los Angeles, have a
great dog named Jack, and I like pifia coladas. (And gettin'
caught in the rain.)
...or something like this:
The XYZ Doohickey Company was founded in 1971, and has
P PR TN S S P TS S
Path:
Word count: 153 Draft saved at 6:13:37 am. Last edited on March 18, 2011 at 5:08 am

)

New Page v Howdy, editor | Log Out

Screen Options Help

Publish
Preview Changes
Status: Published Edit

Visibility: Public Edit

) Published on: Mar 18, 2011 @ 5:08 Edit

Page Attributes
Template

Default Template v
Order

0

Need help? Use the Help tab in the upper right
of your screen.

Featured Image

Set featured image

To edit an image, click on the image to reveal the Edit Image and Delete Image buttons:

32



Upload/Insert [= (8 /& & Visual HTML
=)« (=] =]=] [=)EE]

This is an example page. It's different from a blog post because it
will stay in one place and will show up in your site navigation (in

B| 7 i=

most themes). Most people start with an About page that
introduces them to potential site visitors. It might say something
like this:

Hi there! I'm a bike messenger by day, aspiring
actor by night, and this is my blog. I live in Los Angeles, have a

great dog named Jack, and I like pifia coladas. (And gettin'
caught in the rain.)
...or something like this:
The XYZ Doohickey Company was founded in 1971, and has
. X i o A
Path: p » a » img.alignleft size-thumbnail wp-image-8
Word count: 153 Draft saved at 6:22:37 am. Last edited on March 18, 2011 at 5:08 am

The Delete Image button will delete the image from the page immediately. The Edit
Image button will open the following pop up dialog box:

[»(
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Edit Image Advanced Settings

Lorem ipsum dolor sit amet consect ~ velit pretium euismod
ipsum enim. cursus at a mo id arcu gravida quis
urna. Sed et felis id us Morb aL tincidunt enim In
mauris U risus t natoque enim lorem adipiscing
ipsum g adc t s tincidunt tempus
L allis ipsum Suspendisse. Risus In ac quis
ut Nunc convallis laoreet ante disse Nam. Amet am urna condimentum
Vestibulum sem at Curabitur lorem et cursus. Sodales tortor fermentum leo dui
habi tant Nunc Sed Vestibulum. Ut lorem In penatibus libero id ipsum sagittis nec
90% elit Sed. Condimentum eget Yivamus wvel co er lorem me tie turpis amet
80% w?. Condimentum vel r ij-_w_ttu_r Fusc s d pede Nam nunc dales 0s
~. Sit lacus magha dictumst Curabitur fringilla auc
70% f si. Fermentum eget turpis felis velit leo Nunc Proin orc olestie
60%

1t. Curabitur tellus elerisque scipit ut [e cursus mi Morbi eu.

onec libero VYestibulum qugue et mollis acc

Alignment O = None ® ™==Left O ™ Center O ="Right
Title

Alternate Text

Caption

Link URL http://localhost/wordpress/wp-content/uploads/2011/03/Fan.png
None Current Link Link to Image

Enter a link URL or click above for presets.

Update Cancel

Use the Size slider to alter the size of the image on the page and edit the alignment by
choosing None, Left, Center or Right. You can also change the Title, Caption and Link
URL of the image.

There are more detailed settings under the Advanced Settings tab that may affect the way
your image is displayed on your website.

NB: You should consult your web developer or IT department about whether or not to use

these settings.

When you are happy with your settings, click the Update button or choose the Cancel
button to cancel your changes.
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Pages

Pages

You can access the Pages screen by choosing Edit from the Pages widget in the sidebar

Pages
Pages

Add New

The Pages screen looks like this:

(%Y%) WordPress New Page v | Howdy, editor | Log Out
Screen Options Help
{3t Dashboard H— Pages Add New
Search Pag
Al Published
s~ Posts
- Bulk Act; 4 [ Apph Show all dat 4 [ Filt
rj‘ Media U ctions pply ow al ates ilter
&2 Links O Title Author [ ] Date
(0 Sample Page admin 1 hour ago
[L] Pages
Published
Pages
Add New O Title Author [ ] Date
) Comments

Bulk Actions : Apply

& Profile

T} Tools

At the top of the Pages screen, you will find two sub-headings directly underneath the page
title:

e All (total number of pages) and
* Published (number of pages actually published on the website)

Depending on the content already in your system there may be more sub-headings
including:

* Pending Review (number of pages pending review)
* Draft (number of draft pages waiting to be published) and
* Private (number of pages published but not visible to the public)

These sub-headings give you a snapshot of the status of the pages in your system and will
make more sense as you move through this section.

To the right of these sub-headings and underneath the screen options and help buttons
you will find a search tool. This is useful for searching through all of your pages for a
specific word or phrase if you have forgotten where it is.

Directly beneath the sub-headings you will find a Bulk Actions drop down menu. This
menu allows you to edit or move to trash multiple pages at once. The edit function allows
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you change the parent, template, comments, status or pings of multiple pages at once
while the move to trash option allows you to move multiple pages to trash bin at once

The edit options will make more sense as you move through this section.

If you choose to move multiple pages to the trash at once a Trash link will appear next to
the All link. The Trash link is where you can find all the items that you have deleted in the
past 30 days.

To select a page for a bulk action simply place a tick in the box to the left of the page's name.
Placing a tick in the box next to the word "Title" at the top of the list of pages will select all
pages in the list at once. Once your pages are selected, choose an action from the Bulk
Actions drop down menu and click on the Apply button.

To the immediate right of the Bulk Actions menu is the Filter Menu for filtering the pages
that you wish to display, categorized from the month your WordPress blog was created. By
default, it is set to display all pages from all dates.

Underneath the Bulk Actions drop down you will find a table listing all the pages in your
website. The columns in the table are, from left to right:

* The select tick box (to select or deselect a page for editing or deleting)
* Title (the title of the page)

* Author (the author of the page)

* Comments (the number of comments made by visitors to the page)

* Date (the date the page was published on the website)

Clicking on the title of the page will take you to Edit Page screen as described in the next
section. Clicking on the author will filter the list of pages in the table to pages written only
by that author. Clicking on the comments icon will take you to the Edit page as described

later on.

At the bottom of the list there is another Bulk Actions drop down menu that functions
exactly like the one at the top. This is useful if you have a large number of pages in the list

and need to scroll down to view them.

If you place the mouse over a page title, a menu appears underneath it with the following

options:
* Edit
*  Quick Edit
e Trash, and
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ViewQuick Edit, Trash and View are covered in greater detail later on. For now, let’s look at
editing some content.

Edit Page
The Edit Page screen looks like this:

(%Y) WordPress New Page v | Howdy, editor | Log Out
Screen Options v Help
{3} Dashboard j Edit Page
s~ Posts Sam ple Page gublish
55 Media Permalink: http://localhost/wordpress/?page_id=2 [ View Page Ereview,Changes
@ Links ’ Status: Published Edit
Upload/Insert 1 38 i
Pages v proacy EEEO isuel Visibility: Public Edit
Pages B |7 & |i=|¢« |E|E|= il AMIE N ] Published on: Mar 18, 2011 @ 5:08 Edit
Add New This is an example page. It's different from a blog post because it will stay in one place M
(/) Comments and will show up in your site navigation (in most themes). Most people start with an | Moveto Trash
|
About page that introduces them to potential site visitors. It might say something like |
&, Profile this: | Page Attributes
|
T} Tools | Template
Hi there! I'm a bike messenger by day, aspiring actor by night, | Default Template
|
and this is my blog. I live in Los Angeles, have a great dog | Order
named Jack, and I like pifia coladas. (And gettin' caught in the | o
|
rain.) |
) Need help? Use the Help tab in the upper right
of your screen.
...or something like this:
Featured Image
The XYZ Doohickey Company was founded in 1971, and has Set featured imade
been providing quality doohickies to the public ever since. 4

A TPl Vil Aal PP T i e Do

Path:

Word count: 153 Last edited by editor on March 18, 2011 at 6:27 am

This screen, like most screens in the admin system, can be thought of as a form that needs
to be filled out.

The Title
The first field is the page title, which currently has the word “Sample Page” in it. This

means the page is called “Sample Page” and will be referred to as such in the main
navigation menu on your website.

If you want to change the title of this page simply type in the new title and hit the tab key to
move to the next field or the enter key to save your changes.

The Permalink
The next field that needs information is the page permalink. If you do not see the

Permalink field underneath the page title it is probable that your website does not have
permalinks activated so ignore this section and move on to the content. If your website has
permalinks activated then you can enter a customized url (universal resource locator) or
address for this page. This is how the rest of the world will find this page. Permalinks are
used for Search Engine Visibility purposes.
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NB: If you are unsure about what to use as the permalink for the page consult your web
developer or IT department.

The Content
The next field that requires information is the content of the page. This is the actual

content (words and pictures) that make up the page on the website.

To edit the content of the page click in the large white rectangle that contains the current
content. We call this area The Editor.

\ Technical: At the top right corner you will find two tabs Visual and HTML. The
Visual Editor, (an option we set earlier under Profile) provides you with a visual
representation of the content you're working with. The HTML Editor allows you
to manipulate the content using HyperText Markup Language - the language
that websites are built on.

Caution: It is recommended to use the Visual Editor unless you are an

» -

experienced HTML programmer

To edit or add text, simply type.

Word Count
Underneath The Editor you will find a bar that contains some additional information about

your page.
On the left hand side is the Word Count: a count of the words in your page.

On the right hand side, you will find some information about when the page was last edited
or saved and by whom.

At the bottom right corner of this bar is a resize handle that you can drag down or up in
order to resize The Editor, giving you greater control over your work area.

Hint: The following sections may also be visible on the screen depending what has
been hidden on the screen options menu.

Custom Fields
Below The Editor is the Custom Fields section. This gives you the opportunity to add

custom fields to your pages for greater control over sorting and displaying information on
your website.
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For example: you could add a custom field called “Hierarchy” to your page and give it a

value of “1”. Your web developer could then use this custom field in your theme to re-
arrange the order of pages in a sitemap, for instance.

To add a custom field to a page simply enter the name of the custom field in the Name field
and the value for this page in the Value field and then click on the Add Custom Field
button.

Hint: Once a custom field has been added to the system you can then choose to
add that custom field to any other page by selecting it from the drop down list that
will appear in the name field.

NB: You should consult your web developer or IT department about whether or not to use
Custom Fields

Discussion
The discussion section allows you to choose whether or not the page is open to discussion

by visitors to your website. You have two options:

1. Allow Comments, and
2. Allow Pings

Allowing comments will allow visitors to leave a comment on your page. Allowing pings will
allow visitors to link to your page from their own page and will appear in your comments

section as a link.

Comments and Pings may or may not be enabled on your site, so setting these options
here may have no effect on the way your site looks and behaves.

NB: You should consult your web developer or IT department about whether or not to your
site is enabled for Comments and/or Pings.

Page Author
The Page Author drop down list allows you to choose the author of the page. This may be

handy if your website is designed to display archives of content by specific people in your

organization.

Page Revisions
The Page Revisions section shows you when this page has been revised and by whom.

Clicking on a revision's date will show you the page, as it existed at that point in time, using
the basic html viewer, not the visual viewer. This is useful if you have made some changes
and updated the page but decide you want to go back to where you were earlier on.
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New Post v Howdy, editor | Log Out

@/w WordPress
Help

{3t Dashboard Revision for “Sample Page” created on 18 March, 2011 @ 6:31 [Autosave]

5 Posts Title Sample Page
Media
Links Content This is an example page. It's different from a blog post because it will stay in one place and will show up in your site navigation (in most themes). Most
O people start with an About page that introduces them to potential site visitors. It might say something like this:
v
ages <blockquote>Hi there! I'm a bike messenger by day, aspiring actor by night, and this is my blog. | live in Los Angeles, have a great dog named Jack, and |
Pages like pifia coladas. (And gettin' caught in the rain.)</blockquote>
Add New ...or something like this:
© Comments <blockquote>The XYZ Doohickey Company was founded in 1971, and has been providing quality doohickies to the public ever since. Located in Gotham
City, XYZ employs over 2,000 people and does all kinds of awesome things for the Gotham community. </blockquote>
As a new WordPress user, you should go to <a href="http://localhost/wordpress/wp-admin/">your dashboard </a> to delete this page and create new
8 Profile pages for your content. Have fun!
Tt Tools
Excerpt
Revisions

Compare Revisions

Old New Date Created Author Actions
O @ 18 March, 2011 @ 6:27 [Current Revision] admin
@® (O 18March, 2011 @ 6:31 [Autosave] editor Restore
O 18 March, 2011 @ 5:08 editor Restore

Underneath the page content you now have the option to compare revisions by selecting
the left hand radio button of one and the right hand radio button of another in the page
revisions list and clicking on the Compare Revisions button.

New Post v Howdy, editor | Log Out

() WordPress
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Dashboard

s~ Posts

& Links

Pages

Media

Pages v

Add New

) Comments

&4 Profile
T} Tools

Compare Revisions of “Sample Page”

Older: 18 March, 2011 @ 6:27 [Current Revision]

Content

<a href="http://localhost/wordpress/wp-
content/uploads/2011/@3/Fan.png”><img class="alignleft size-
thumbnail wp-image-8" title="Fan"
src="http://localhost/wordpress/wp-
content/uploads/2011/@3/Fan-158x15@.png” alt="" width="15e"
heights"150" /></a>This is an example page. It's different
from a blog post because it will stay in one place and will
show up in your site navigation (in most themes). Most people
start with an About page that introduces them to potential
site visitors. It might say something like this:

<blockquote>Hi therel I'm a bike messenger by day, aspiring
actor by night, and this is my blog. I live in Los Angeles,
have a great dog named Jack, and I like pifia coladas. (And
gettin’ caught in the rain.)</blockquote>

...or something like this:

<blockquote>The XYZ Doohickey Company was founded in 1971, and
has been providing quality doohickies to the public ever
since. Located in Gotham City, XYZ employs over 2,800 people
and does all kinds of awesome things for the Gotham community.
</blockquote>

As a new WordPress user, you should go to <a
href="http://localhost/wordpress/wp-admin/“>your dashboard</a>
to delete this page and create new pages for your content.

Have fun!

+

Help

Newer: 18 March, 2011 @ 6:31 [Autosave]

This is an example page. It's different from a blog post
because it will stay in one place and will show up in your
site navigation (in most themes). Most people start with an
About page that introduces them to potential site visitors. It
might say something like this:

<blockquote>Hi therel I'm a bike messenger by day, aspiring
actor by night, and this is my blog. I live in Los Angeles,
have a great dog named Jack, and I like pifia coladas. (And
gettin' caught in the rain.)</blockquote>

...or something like this:

<blockquote>The XYZ Doohickey Company was founded in 1971, and
has been providing quality doohickies to the public ever
since. Located in Gotham City, XYZ employs over 2,800 people
and does all kinds of awesome things for the Gotham community.
</blockquote>

As a new WordPress user, you should go to <a
href="http://localhost/wordpress/wp-admin/“>your dashboard</a>
to delete this page and create new pages for your content.

Have funl

The older revision is shown on the left and the newer revision on the right. The differences
will be highlighted so you can easily decide which version you want to use.

Once you have decided which version to use, identify the revision by its date and time
stamp and then choose "Restore” next to the revision in the Page Revisions list below to
restore that revision as the page. This revision then becomes the updated page replacing the
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current version, which then becomes the first revision in the Page Revisions list, so you'll
never lose a version of the page.

Publish
One of your best friends in the admin system is the "Preview" button. This button allows

you to preview changes before you publish them for the public to see. The preview button
will show you exactly what the page will look like by opening a new window of your browser
and displaying your changes. At this point, the public cannot see your work.

You can preview your changes and make more alterations for as long as you like without the
public ever seeing your changes as long as you don't hit the "Update Page" button. Once
you click the "Update Page" button your changes will be published on your website for the
rest of the world to enjoy.

Underneath the Preview button there is some information about your page and who has

access to it online.

Clicking on the Edit link next to "Status : Published" will give you a drop down list with
three options:

* Published (for the world to see)
* Pending Review (for a colleague to review before publishing)
* Draft (for you to keep working on before publishing)

Clicking on the Edit link next to “Visibility : Public” will give you a drop down list with
three options:

e Public (for the world to see)

* Password protected (at which point you will need to enter a password and only
those with the password will be able to view it on the website)

* Private (only visible in the admin system)

The publish date option allows you to choose when the page is to be published. If you
choose a time in the future, the page will not be visible on your site until that time.

Once you are happy with your settings, click on the "Update Page" button to save your
changes.

Hint: The “Update Page” button may change to “Publish” depending on the
status of your page

Trash A Page
To delete a page, click on the "Move to Trash" link to the left of the "Update" button. That

page will be moved to the Trash link located next to the All link.
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You can undo the deletion of the page by clicking the link that will appear above after you
click the Move to Trash button.

[ Caution: Once a page has been moved to Trash, you can recover it (see Next link
.
below).

Restore Or Delete A Page
If a Trash link exists, located next to the All link, you may want to click on it to locate all

the pages that you have deleted for the past 30 days.

L Pages  avew

All | Trash

Hover your mouse over to the title of the page that you want to delete or restore, and a sub-
menu of options will appear below.

Choose Restore to recover your deleted page or choose Delete Permanently to delete the
page forever.

ﬂ Pages ( adiNew

All | Trash
Bulk Actions e Apply Show all dates s Filter Empty Trash
O Title
[(] sample Page
Restore | Delete Permanently »—
O Title
Bulk Actions e Apply Empty Trash

Caution: WordPress will empty the trash every 30 days.

Attributes
You can change the following additional page attributes in this section:

e Parent
o If there are multiple pages in your system, you can assign a page as the parent
for this page. This page then becomes a sub-page or child of the parent. For
example: Design, might be a sub-page of the page Services. In this case you
would make Services the parent for the page Design.
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* Template

o You can assign a template for each page based on how your website has been
developed.

e  QOrder

o You can change the order of the pages in your website hierarchy which may
affect the way they are displayed in your navigation menu.

NB: You should consult your web developer or IT Department before changing any of these
attributes.

To save your changes, click on the Update Page button.

Add New Page

You can access the Add New Page screen by choosing Add New from the Pages widget in
the sidebar.

Pages
Pages

Add New

The Add New Page screen looks like this:

‘\ﬂ}‘ WordPress Pages v Howdy, editor | Log Out
Screen Options +  Help

i AT -] Add New Page

5 Posts Publish

3 Media Save Draft Preview

@ Links Status: Draft Edit

Upload/Insert [= (8 /A 3 Visual
Pages Visibility: Public Edit
== === =R =

Pages B 7 [smef (==« === =IEANE)E ] Publish immediately Edit

Add New

S Comments Move to Trash [ Publish

8 Profile Page Attributes

Th Tools Parent

(no parent) %
Template
Default Template
Order

0

Need help? Use the Help tab in the upper right
of your screen.

Featured Image
Path:

Set featured image
Word count: 0

This screen functions exactly like the Edit Page screen with the exception that the "Update
Page" button is now the "Publish" button because the page has never been published. Once
the page is published this button will become the "Update Page" button.
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There is no content on a new page so you are free to be creative and design your own page

from scratch.

Hint: It's a good idea to plan your page on paper or in an application you are
~ familiar with, like Microsoft Word for example, before entering the content into

the admin system.

Posts

Posts
Please read the Pages and Add New Page sections before continuing with this section.

You can access the Posts screen by choosing Posts from the Posts widget in the sidebar

s~ Posts

Posts
Add New
Categories

Post Tags

The Posts screen looks like this:

Screen Options Help

(3} Dashboard 5" POSLS ( AddNew
Search Posts
All (1) | Published
5P Posts
Posts Bulk Actions 4 ([ Apply Show all dates 4 vViewall categories 4 [ Filter =)
Add New =
aa New O Title Author Categories Tags [ ] Date
Categories
O Hello world! admin Uncategorized No Tags 2011/03/18
Post Tags
Published
5y Media _
- O Title Author Categories Tags . Date
& Links

8] Pages Bulk Actions 5 Apply

() Comments

4, Profile

T} Tools

This screen functions exactly like the Pages screen with the following additions:

* Next to the Bulk Actions menu there are two filter options that allow you view posts
according to either date or category. Simply choose your desired option from the
drop down menu and click on the Filter button. This is useful if you have many posts
in the system and gives you greater control over your work area.

* On the far right of the filter options there are two buttons allowing you to view posts
in List View (the default setting) or Excerpt View. Excerpt View displays an excerpt
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of each post giving you more information about your content so you can make an
accurate decision about the post you wish to edit.

In the list of posts that are available to edit you will also notice two additional
columns, Categories and Tags. These will be explained in greater detail later on.

As in the Pages screen, clicking on the post title will take you to the Post screen as

described in the next section. Clicking on the author will filter the posts in the list to posts

written only by that author. Clicking on the category will filter the posts in the table to

posts belonging only to that category. Clicking on a tag will filter the posts in the table to

posts assigned that tag.

Edit Post
The Edit Post screen looks like this:

(%1) WordPress New Post v Howdy, editor | Log Out
Screen Options v Help
(3 Dashboard < Edlt Post
 Posts Hello world! Gublish
Post: ,
osts Permalink: http://localhost/wordpress/?p=1 View Post Srevew/Changes
Add New
Status: Published Edit
Categories Upload/Insert = 8 A 3 Visual
Post Tags _ Visibility: Public Edit
- N B || 7 || |i= ||i= | ¢ | = (F|E = |~ 3| = Y] Published on: Mar 18, 2011 @ 5:08 Edit
(55 Media
2 Links Welcome to WordPress. This is your first post. Edit or delete it, then start blogging!
[ Pages
() Comments Eormat

& Profile

T} Tools

@ standard
O Aside
O Gallery

Categories

Post Tags

Separate tags with commas

Choose from the most used tags

Featured Image
Path: 2

Word count: 15 Draft saved at 4:36:02 am. Last edited by editor on March 25, 2011 at 4:33 am Set featured image

This screen functions exactly like the Edit Page screen with the following additions:

All references to Page are now to Post

In the Publish section under the Visibility setting there is an option to stick the
post to the front page of the website

Instead of Attributes you will find Format, Categories, Post Tags and Featured
Image on the right hand side underneath the Publish section.

As in the Edit Pages screen, clicking on the post title will take you to the Post screen as

described in the next section. Clicking on the author will filter the posts in the list to posts

written only by that author. Clicking on the category will filter the posts in the table to
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posts belonging only to that category. Clicking on a tag will filter the posts in the table to
posts assigned that tag.

Sticky Post
In the Publish section, under Visibility, there is an option to stick the post to the front

page of the website. This means that this post is ranked as highly important and will always
show on the front page of the website regardless of any other content being displayed. This
functionality may or may not be utilized in the development of your site.

NB: You should consult your web developer or IT Department before using the sticky post
function.

Format

Format

Format, or sometimes called Post Format, allows setting a post as a certain format. Some
example formats are aside, gallery, link, and quote. This will allow themes to style these
posts according to format.

Setting a post format will change the way posts are being displayed into the site.

For example if you set your post to have aside format, when you view the list of your posts
on your actual website you will notice titles are gone.

Once you set up your post to have a definite format option. You will notice its post format
is indicated next to the title of your post.

Screen Options Help

5 POStS ( AddNew
Search Posts
All | Published

Bulk Actions v Apply Show all dates ¥ View all categories : Filter

O Title Author Categories Tags L Date

(0 Hello world! - Aside %— admin Uncategorized No Tags 2011/03/18

Published
O Title Author Categories Tags [ | Date

Bulk Actions : Apply

NB: You should consult your web developer or IT Department before using format.

Categories

Content on your website is more than likely divided up into several categories relating to
subject matter. For example: a financial planner’s website may be divided into the

categories, "shares”, "superannuation” and "property". Assigning a post to a category
will determine where exactly on the website the post will be displayed.
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To assign a post to a category, simply place a tick in the box next to the category name.
You can assign a post to more than one category. If you do not assign a post to a category
it will be assigned to the "Uncategorized" category by default.

To add a new category, click on the link that reads "+ Add New Category” and enter the
name of the new category.

Post Tags
Tags allow you to assign one or more tags, or keywords, to a post. If your website has been

developed to display tags they can help your users navigate to other posts containing
similar information or keywords. For example: a post about catering for a wedding may
contain the keywords “catering” and “wedding”. Clicking on the tag “wedding” may take
the user to other posts assigned the tag “wedding” like booking a wedding photographer, or
finding wedding cars.

To add a tag to a post, enter the tag in the Add new tag field and click on the Add button.
The tag will appear below immediately with the heading Tags used on this post:

“u_”

To remove a tag from a post, click on the “x” next to the tag in the list.

To choose from a list of the most widely used tags in the site, click on the link that reads
“Choose from the most popular tags” and a list of tags will appear for you to choose from.
Simply click on the tag(s) you want to use and they will automatically be linked to this post.

NB: You should consult your web developer or IT Department before using tags.

Quick Edit
As previously detailed, placing the mouse over a page or post title in the Edit Pages or Edit

Posts screen gives you the option to Edit, Quick Edit, Delete or View the page or post. We
have covered the Edit option in length so now it's time to look at the other options
available.

The Quick Edit Page screen looks like this:
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Screen Options Help

L Pages  adaven

Search Pages

All | Published
Bulk Actions 5 Apply Show all dates ] Filter
O Title Author » Date
QUICK EDIT
Title Sample Page| Parent Main Page (no parent) %
Slug sample-page Order 0
Date Mar 4 18, 2011 @ 05 : 08 Template  Default Template $
Author admin § ™ Allow Comments
Password -OR- U Private Status Published O
O Title Author [ ] Date
Bulk Actions s Apply

From this screen you can make quick changes to the page without editing the actual content
of the page.

On the left hand side you can change the title, the slug, the date of publication, the author
and the visibility, that is whether or not the page is password protected or private.

On the right hand side you can edit the page parent, the order of the page in the main
menu, the template assigned to the page as well as allowing or disallowing comments
and/or pings and finally the publication status of the page.

You can cancel your changes at anytime by clicking on the Cancel button or you can save
your changes by clicking on the Update Page button.

The Quick Edit Post screen looks like this:

Screen Options Help
5+ Posts (aavew
Search Posts
All | Published
Bulk Actions + | Apply Show all dates +  View all categories : Filter "
O Title Author Categories Tags L ] Date
QUICK EDIT Categories [more] Post Tags
Title Hello world!| ™ Uncategorized
Slug hello-world
Date Mar § 18, 2011 @ 05 : 08 ™ Allow Comments ™ Allow Pings
Author admin | & Status  published s [0 Make this post sticky
Password -OR- [ Private
Cancel m
O Title Author Categories Tags [ Date
Bulk Actions 5 Apply

From this screen you can make quick changes to the post without editing the actual content
of the post.

On the left hand side you can change the title, the slug, the date of publication, the author
and the visibility, that is whether or not the post is password protected or private.
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On the right hand side you can edit the categories the post belongs to, the tags assigned to
the post as well as allowing or disallowing comments and/or pings and finally the
publication status of the post including whether or not the post is sticky.

You can cancel your changes at anytime by clicking on the Cancel button or you can save
your changes by clicking on the Update Page button.

Trash A Post

Clicking on the Trash option under any page or post title will allow you to move that
certain page or post in a Trash bin and you could confirm this action soon as a
confirmation message shows above saying that your page or post has been moved to trash

with an Undo link.

Screen Options Help

5 POSES ( AddNew
Search Posts
All | Published
Bulk Actions 4 [ Apply Show all dates 4 Viewall categories 4 | Filter -
O Title Author Categories Tags » Date
(0 Hello world! - Aside admin Uncategorized No Tags 2011/03/18
Edit | Quick Edit | Trash | View Published
O Title Author Categories Tags . Date

Bulk Actions 5+ | Apply

!  Hint: Once a page or post has been moved to Trash, you can recover it back (see
Next link below).

Restore Or Delete A Post
If a Trash link exists, located next to the All link, you may want to click it to locate all the

posts that you have deleted for the past 30 days.

5 7 PostS | AddNew

All | Trash

Hover your mouse over to the title of the post that you want to delete or restore, and a sub

menu of options will appear below.

Choose Restore to recover back your deleted post or choose Delete Permanently to delete

the post forever.
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Screen Options Help

54 Posts ( adavew

Search Posts

All(0) | Trash
Bulk Actions 4 | Apply Show all dates 4 View all categories 4 Filter Empty Trash ‘7\
O Title Author Categories Tags ® Date
() Hello world! - Aside admin Uncategorized No Tags 2011/03/18
Restore | Delete Permanently Last Modified
O Title Author Categories Tags . Date
Bulk Actions : Apply Empty Trash

! Caution: WordPress will empty the trash every 30 days.

View
Clicking on the View option under a page or post title will take you to the page or post on
your website so you can see how it appears to the rest of the world.

Add New Post
You can access the Add New Post screen by choosing Add New from the Posts widget in
the sidebar

s~ Posts
Posts
Add New
Categories

Post Tags

The Add New Post screen looks like this:

/—_—
&AA} WordPress Posts v | Howdy, editor | Log Out
Screen Options Help
o I 57 Add New Post
 Posts v | Publish
Posts Save Draft Preview
Add New
c . Status: Draft Edit
ategories Upload/Insert = & 2 {3 Visual HTML Visibility: Public Edit
Post Tags isibili ublic Edit
= |[i= === ===
B | £ 2] = i ¢ (EJENE milcAMIEN [¥] Publish immediately Edit
Media v ek
2 Li
& Links Move to Trash [ publish ]
Pages
(] Comments Format
@ standard
&, Profile (Q Aside
O Gallery
T4 Tools
Categories
Post Tags
Add
Separate tags with commas
Choose from the most used tags
Featured Image
Path: 2

Word count: 0 Set featured image
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This screen functions are exactly like the Edit Post screen with the exception that the
"Update Post" button is now the "Publish” button because the post has never been
published. Once the post is published this button will become the "Update Post" button.

There is no content on a new post so you are free to be creative and design your own post
from scratch.

Post Tags

You can access the Post Tags screen by choosing Post Tags from the Posts widget in the
sidebar

5~ Posts
Posts
Add New
Categories

Post Tags

The Post Tags screen looks like this:

")) WordPress New Post v | Howdy, editor | Log Out
Screen Options Help
(3} Dashboard 5~ Post Tags
Search Tags
5P Posts
Add New Tag Bulk Actions 4 [ Apply
Posts
Add New Name O Name Description Slug Posts
Categories O wedding wedding 0
Fostirags The name is how it appears on your site.
55 Media O Name Description Slug Posts
@ Links Slug
Bulk Actions : Apply
[C] Pages
o The “slug” is the URL-friendly version of the name. It is usually all
L) Comments lowercase and contains only letters, numbers, and hyphens.
%A Profile Description

T4 Tools

The description is not prominent by default; however, some
themes may show it.

Add New Tag

Add New Tag section is at the top of the screen. To add a new tag enter the Tag name and
Tag slug and click on the Add Tag button. The tag name can be the full name of the tag to
be used, for example "wedding catering". The slug will be a search engine friendly version
of the tag. If you do not enter the slug the system will automatically create one consisting of
all lowercase words separated by a hyphen, for example "wedding-catering".

On the right of the screen is a table that lists all of the tags in the system. Clicking on the
tag name will take you to the edit tag screen for that tag. Clicking on the number under
posts will take to you to the Edit Post screen with a list of posts assigned with this tag.
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Placing the mouse over the name of a tag in the list displays a menu of options as previously

explained.
The Bulk Actions menu functions as previously explained.

Edit Post Tags
The Edit Post Tag screen looks like this:

Screen Options Help

s Edit Tag
Name wedding
The name is how it appears on your site.
Slug wedding
The “slug” is the URL-friendly version of the name. It is usually all lowercase and contains only letters, numbers, and hyphens.
Description
The description is not prominent by default, however some themes may show it.

Simply edit the tag name and tag slug and click on the Update Post Tag button to make

your changes.

Quick Edit
Quick Edit allows you to edit the name and slug of the tag only.

Categories
You can access the Categories screen by choosing Categories from the Posts widget in the

sidebar

5~ Posts

Posts
Add New
Categories

Post Tags

The Categories screen looks like this:
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‘\ﬂj WOl'dPI'ESS New Post v  Howdy, editor | Log Out

Screen Options v Help

(3} Dashboard s Categories
; Search Categories
& Pomm Add New Category Bulk Actions 4 ( Apply
Posts
Add New Name O Name Description Slug Posts
Categories Uncategorized uncategorized 1

.
Post Tags The name is how it appears on your site.

54 Media O Name Description Slug Posts
& Links Slug
Bulk Actions 5 Apply

[E) Pages
. The “slug” is the URL-friendly version of the name. It is usually all
L) Comments lowercase and contains only letters, numbers, and hyphens. Note:

Deleting a category does not delete the posts in that category. Instead, posts that were only assigned to
the deleted category are set to the category Uncategorized.
b Profile Parent
T} Tools None +

Categories, unlike tags, can have a hierarchy. You might have a
Jazz category, and under that have children categories for Bebop
and Big Band. Totally optional.

Description

The description is not prominent by default; however, some
themes may show it.

Directly beneath the popular categories list is the Add a New Category section. Popular
Categories are listed at the top of the screen. Clicking on a category in the list will take you
to the Edit Categories screen, which is described in the next section.

To add a new category enter the Category Name and Category Slug, choose a Category
Parent from the drop down list, enter the Description for the category and click on the
Add Category button.

The category name can be the full name of the category to be used, for example "wedding
catering". The slug will be a search engine friendly version of the category. If you do not
enter the slug the system will automatically create one consisting of all lowercase words
separated by a hyphen, for example "wedding-catering".

Hint: Categories can have a hierarchy. For example, "Weddings" may be a parent
category for the sub-categories of "catering”, "photography"” and "cars". If the
category you are adding is a sub-category, choose the parent category from the

drop down list.

On the right of the screen is a table that lists all of the categories in the system. Clicking on
the category name will take you to the edit category screen for that category. Clicking on
the number under posts will take to you to the Edit Post screen with a list of posts assigned
to this category.

Placing the mouse over the name of a category in the list displays a menu of options as
previously explained.
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The Bulk Actions menu functions as previously explained in the Edit Pages section

You do not have access rights to use the category to tag converter so just ignore this
option.

Edit Category
The Edit Category screen looks like this:

Screen Options Help

" Edit Category
Name Uncategorized
The name is how it appears on your site.
Slug uncategorized
The “slug” is the URL-friendly version of the name. It is usually all lowercase and contains only letters, numbers, and hyphens.
Parent None %
Categories, unlike tags, can have a hierarchy. You might have a Jazz category, and under that have children categories for Bebop and Big Band.
Totally optional.
Description
The description is not prominent by default, however some themes may show it.

Simply edit the category name, category slug, category parent and description and click on
the Update Category button to make your changes.

Quick Edit
Quick Edit allows you to edit the name and slug of the category only.

Media

Adding media to your website can be done in one of two ways:

1. Directly into a page or post
2. Added to the media library and then added to a page or post

Firstly, let’s look at adding media directly into a page or post.

In the Edit Post, Edit Page, Add New Post and Add New Page screens there are four
buttons that allow you to add media to your page.

Upload/Insert

In order, from left to right, these buttons allow you to add Images, Video, Audio and
Media.
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Add Image
Clicking on the add image button will open a pop up dialog box that looks like this:

From Computer From URL Media Library

Add media files from your computer

Choose files to upload Select Files

Maximum upload file size: 32MB
You are using the Flash uploader. Problems? Try the Browser uploader instead.

After a file has been uploaded, you can add titles and descriptions.

There are three locations you can choose to add an image from.

1. From computer
2. Another webpage (From URL), and
3. Media Library

Once you have added media to your page you can also add it to a gallery, which will display
thumbnails of your media on the page and provide links to the individual files. This is handy
if you're using multiple images on the one page for example. This is covered in greater detail
in the Add Image To Gallery section.

Add Image From Computer
To add an image from your computer, click on the Select Files button.

Technical: By default, the system will use the flash uploader to allow uploading of
multiple files at once. If the image upload function causes you problems, switch to
the browser uploader by clicking on the link that reads Browser Uploader. The
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browser uploader will only allow you upload one file at a time.

After you have uploaded your images into the system you will be able to add titles and
descriptions as well as set the size and alignment of the image on your page:

Add an Image

File name: Fanl.png
File type: image/png

Upload date: March 25, 2011

Dimensions: 600 x 400
Edit Image
Title * Fan
Alternate Text
Alt text for the image, e.g. “The Mona Lisa"
Caption
Description
Link URL http://localhost/wordpress/wp-content/uploads/2011/03/Fanl.png
None File URL Post URL
Enter a link URL or click above for presets.
Alignment O = None @==Left O™ Center (O ="Right
Size ® Thumbnail O Medium Large O Full Size
(150 x 150) (300 x 200) (600 x 400)
Insert into Post Use as featured image Delete
Save all changes A

The uploader will now show you a thumbnail (small, cropped version) of the image you
uploaded. Enter a title for your image as well as a caption and a description. Depending
on the way your website has been developed, the caption and/or description may appear
below the image on your page. Entering a title and caption for each image will help your
webpage become more visible to search engines like Google and Yahoo!

If you want the image to link to another page, enter a URL in the Link URL field. You can
also use the File URL button to have image link to itself (which will display the image on its
own page) or the Post URL button to have the image link back to the same page we are
already on. This may help people find your webpage who are searching the internet using an
image search tool like Google Images for example.

The alignment setting allows you to align the image to the left of the text, in the center or
to the right. Any of these settings will force the text to wrap around the image. A setting of
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none will place the image on its own line and the text will appear above and below it but

not next to it.

The size of the image can also be set by choosing thumbnail, medium, large or full size.
Be aware that choosing thumbnail may crop your image and display the center of your
image so you may lose information towards the edges. The image will appear on your
website very similar to the thumbnail that appears on this very screen.

When you are happy with your settings, click on the Insert into Post button to insert the
image into your page.

Hint: The Add Media functionality is identical for adding media to a page or a
post.

Add Image From URL
The Add Image From URL screen looks like this:

Add an Image

From Computer From URL Gallery (1) Media Library

Add media file from URL

Insert an image from another web site
Image URL
Image Title

Alternate Text
Alt text for the image, e.g. “The Mona Lisa"

Image Caption

Alignment ® = None O ™=lLeft O ™ Center O ="Right

Link Image To:

None Link to image

Enter a link URL or click above for presets.

To add an image from a URL, enter the full URL into the Image URL field, the image title
into the Image Title field and a caption into the Image Caption field.
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Then choose the alignment of the image as None, Left, Center or Right as previously
explained.

Finally choose a link for the image and click on the Insert into Post button.

Add Image From Media Library
The Add Image From Media Library screen looks like this:

Add an Image X

From Computer From URL Media Library

Search Media
All Types | Image

Show all dates § | Filter »

’ Fan Show

Save all changes

At the top right of this screen, a search bar allows you to search for specific media. At the
top left your existing media is displayed by type, (All, Image, Video, Audio) to give you a
quick reference as to how much media you have at your disposal. You can also filter the
media on display by choosing a date from the drop down list and clicking on the Filter
button.

Beneath these filter and search options, your media is listed. Clicking on the Show text to
the right of any media item will display all the options for using that media item in the

following screen:
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Add an Image

Fan Hide

File name: Fan.png
File type: image/png
Upload date: March 18, 2011

Dimensions: 600 x 400

Edit Image

Title * Fan

Alternate Text
Alt text for the image, e.g. “The Mona Lisa"”

Caption

Description

Link URL http://localhost/wordpress/wp-content/uploads/2011/03/Fan.png

None File URL Post URL
Enter a link URL or click above for presets.

Alignment O = None @==Left O™ Center (O ="Right
Size ® Thumbnail O Medium Large O Full Size
(150 x 150) (300 x 200) (600 x 400)
Insert into Post Use as featured image Delete

These options are identical to the options given when you Add Media From Computer.
When you are happy with your settings, click on the Insert into Post button. If you wish to
make changes to the settings for the files in the media library without inserting any media
into your page or post, click on the Save all changes button. This will remember the
changes you have made for the next time you access the media library.

Alternatively, if you wish to delete the file from your media library, click on the Delete
permanently link.

Add Image To Gallery
The Add Image To Gallery screen looks like this:
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Add an Image

From Computer From URL Gallery (1) Media Library
All Tabs: Show Sort Order: Ascending | Descending | Clear

Media Order Actions

’ Fan Show

Save all changes

Any media you add to a page or post is automatically included in a Gallery for that page or
post.

You can sort the order of media in the gallery by clicking on any media file, holding down
the mouse button and dragging it to a new position in the list. You can also manually enter
the order for each media file in the Order box.

Clicking on the Show link will show you the options as previously explained in the media
library section.

The gallery settings on this page allow you to link the thumbnails of your media files to
either the image file (displayed on its own in the web browser) or the attachment page
which looks and feels like a normal post on your website but contains only the media file.

You can also choose to display the images by menu order (as they appear in the list above)
by name or date. Choosing descending will reverse the order you have chosen. Gallery
columns will organize the gallery into the number of columns you specify. For example, if
you specify three columns and you have five images on the gallery, the gallery will display a
row of three thumbnails followed by a second row of two.
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Once you are happy with your settings, click on the Insert gallery button to insert the
gallery into your page or post.

Featured Image
Featured Image Panel looks like this:

Featured Image

Set featured image

To set a featured image for a post or page, scroll to the bottom right of the edit screen, and

click featured image.

From Computer From URL Media Library

Add media files from your computer

Choose files to upload Select Files

Maximum upload file size: 32MB
You are using the Flash uploader. Problems? Try the Browser uploader instead.

After a file has been uploaded, you can add titles and descriptions.

You can either, upload an image from your computer, from a URL, if you already have

uploaded image to this page or post, then you can choose one from the Gallery, or you can

choose from the Media Library.

Once you have chosen an image, you can edit the title, alternative text, caption and
description.
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Link URL http://localhost/wordpress/wp-content/uploads/2011/03/Fanl.png

None File URL Post URL
Enter a link URL or click above for presets.

Alignment O = None ®@==Left O™ Center (O ="Right
Size ® Thumbnail O Medium Large O Full Size
(150 x 150) (300 x 200 (600 x 400)

Insert into Post Use as featured image Delete

Save all changes

Scroll down and click - Use as featured image.

Your Featured Panel will now look like this:

Featured Image

Remove featured image

Then click update button to save all changes.

If your website has been set up to use this feature then this image will be used represent this
page or post.

Adding Other Media
Adding other media (video, audio, pdf files, word documents) directly into a page or post

will display a link on the page to the media you have added. If a user clicks on the link their
browser will then display the media using the settings they have specified. Adding video,
audio and other media content works exactly the same regardless of the type of media

being added.

Embed Media
You can easily embed video, images, and other content into your WordPress site from the

following sites:

* YouTube

* Vimeo

* DailyMotion

* blip.tv

* Flickr (both videos and images)
* Viddler
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¢ Hulu

* Qik
* Revision3
e Scribd

* Photobucket

* PollDaddy

* Google Video

*  WordPress.tv (only VideoPress-type videos for the time being)

There are two simple ways to do it.

First is by placing the cursor of the mouse to whichever part of the post or page you want
the embedded video to appear. Then click Add Video and choosing From URL tab.

Add Video

From Computer From URL Media Library

Add media file from URL

Video URL

Title

Insert into Post

Paste in the URL of the video and put a title in which you wanted that URL to be link in.

And click Insert into Post button, the result of this will be a link leading to the video URL
you have just entered.

The other one is by using the Embed tag. It supports videos, images, text, and more.



Upload/Insert [= B A & Yisual

B|z|s|i=|i=|¢| === SEAMIENE
e S S oo e i oo s -
your content inside of WordPress.
[embed Jhttp:/ /wordpress.tv/ 2009/ 01/ 05/embedding-photos-video-audio-
into-your-posts/ [/embed]

v

Path: p
Word count: 52 Draft saved at 8:39:06 am. Last edited by editor on December 15, 2010 at 8:38 am

To do it, just copy and paste in the URL of the video that you want to embed and wrap
that URL in the [embed] shortcode

Remember to copy only the video or image URL with no links attached.

The end result of this is the actual video embedded in your page or post.

When done editing you may hit Update, to save the changes you have done.

Add Media From Computer
The Add Media From Computer screen looks like this:

Add Video

From Computer From URL Maedia Library

Add media files from your computer

Choose files to upload Select Files

Maximum upload file size: 32MB
You are using the Flash uploader. Problems? Try the Browser uploader instead.

After a file has been uploaded, you can add titles and descriptions.

As previously outlined in Add Image From Computer, click on the Select Files button and
choose your media files to upload. Once the media files have uploaded into the system you
will be able to add titles and descriptions:



Add Video

From Computer From URL Media Library

Add media files from your computer

Choose files to upload (*  select Files /I

Maximum upload file size: 32MB
You are using the Flash uploader. Problems? Try the Browser uploader instead.

After a file has been uploaded, you can add titles and descriptions.

File name: player_mp3_maxi.swf
File type: application/x-shockwave-flash

Upload date: March 25, 2011

Title player_mp3_maxi
Caption

Description

Link URL http://localhost/wordpress /wp-content/uploads/2011/03/player_mp3_max

None File URL Post URL
Enter a link URL or click above for presets.

Insert into Post | Delete

Save all changes

Enter the title of the link the user will see on the website. This is the actual text the user will
click on to access the media file. Enter a caption and description as well as the Link URL
for the media file. By default, the system will insert the File URL into the Link URL field.
This will allow the user to access the media file directly in their web browser. It is
recommended to use this setting for most media files.

\ Technical: If you want the user to click through to a separate post containing the
media file, click on the Post URL button. This will create a new post containing
only the link to the media file.

Once you are happy with the choices you have made, click on the Insert into Post button.

This function allows you to add a link to your page to a media file that lives on another
website. Simply enter the web address, or URL, of the media in the Video URL field and the
title of the media, that is the actual text the user will click on to access the media, in the
Title field and click on the Insert into Post button.

Add Media From Media Library
The Add Media From Media Library screen looks like this:



Add Video

From Computer From URL Gallery (1) Media Library

Search Media
All Types | Image

Show all dates ' § | Filter »

player_mp3_maxi

¥ -

Save all changes

This screen functions exactly as outlined in the Add Image From Media Library section.

We have covered adding media into a page or post; now let's look at browsing through the
media library as well as adding media to the library for later use.

Library
The Media Library can be accessed from the Media widget:

Media
Library
Add New

The Media Library screen looks like this:
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‘*ﬂi‘ WOI'dPI'eSS New Media v Howdy, editor | Log Out

Screen Options Help
i} Dashboard 9% Media Library ( sdases
~dd
Search Media
All | Image | Unattached
s~ Posts
Media

File Author Attached to [ Date

Bulk Actions s Apply Show all dates s Filter
Library 0

Add New player_mp3_maxi editor Hello world!, 2011/03/25 5 mins ago

‘ SWF

@ Links

L]

[C] Pages

\:_J Comments =) Fan editor Sample Page, 2011/03/18 2011/03/18
PNG
&, Profile

T} Tools @) File Author Attached to ® Date

Bulk Actions 4 ( Apply

The Media Library lists all the media that have been uploaded into the system. Whether
you upload media directly into pages or posts or into the media library, once any media
has been uploaded into the system it will be available for you to use in the media library.
Once the media is in the media library it can be used on any page or post throughout the
site.

At the top left of the Media Library screen, your media is sorted into type and tallied to
give you a quick reference as to how much media, and what type of media, are available for
you to use. Clicking on any of these headings will filter the list to media of that type only. At
the top right of the screen there is a handy Search bar allowing you to search the Media
Library for any files containing particular words.

Technical: This search function will search the file names, titles and
descriptions of all files in the library.

Directly beneath the media type headings and search bar is the Bulk Actions drop down
menu, which essentially allows you to delete permanently multiple files at once, as
previously explained. Next to the Bulk Actions menu is a date filter that allows you to filter
the media list to media uploaded in a certain month. Simply choose the date you require
from the drop down list and click on the Filter button.

Below the bulk actions and filter tools is the list of media. The list displays a thumbnail of
the media file, the file name and type, the author who uploaded the media, any pages or
posts the media file is currently attached to, any comments on those pages or posts, and
the date the media were uploaded. Media that are not an image will show a generic
thumbnail for that media type. For example, Audio will show a thumbnail of musical notes,
and Video will show a thumbnail of a clapperboard with a play button.

Clicking on the page or post in the "Attached to" column will take you to the Edit screen
for that page or post.



Clicking on the comments icon will take you to the Edit screen, which is covered in more
detail later.

Placing the mouse over the media file thumbnail or name will display the Options menu,
allowing you to Edit or Delete Permanently the media file or View the media file as its

own post.

Edit
Clicking on Edit, or in fact the media file name or thumbnail, will take you to the Edit
Media screen, which looks like this:

‘kﬂ_ﬂ WOI'dPI‘ess Edit Media v | Howdy, editor | Log Out
= Help
G i o8 Edit Media
—dd
Media

File name: Fan.png
Library
Add New File type: image/png
2 Links Upload date: March 18, 2011
[ Pages

) Comments —

Dimensions: 600 x 400

Edit Image

&, Profile

. Title S Fan
Tf Tools

Alternate Text
Alt text for the image, e.g. "The Mona Lisa"

Caption

Description

File URL http://localhost/wordpress/wp-content/uploads/2011/03/Fan.png
Location of the uploaded file.

At the top of the Edit Media screen, you will find a larger thumbnail of the media file, the
file name, type, and the date when it was uploaded.

Click on the Edit Image button (button shown below), and it will lead you to an image
editor. This section is further explained when you click on the Next link below.

Edit Image

The fields you can edit are the Title, Caption and Description.
Once you are happy with your changes, click on the Update Media button.

Cropping Or Scaling An Image
The Edit Media Toolbar

B & B & ER
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i) Crop

é@ Rotate Counter Clockwise
Rotate Clockwise
(%j Flip Vertically
EE Flip Horizontally
Undo
Redo

To crop an image, click and drag the mouse to the image to select the desired part. If
satisfied with the desired part, click the crop icon in the Edit Media toolbar.

You may click the help link beside the image crop title to help you with cropping the image.

Help

(98 Edit Media

Scale Image

You can proportionally scale the original image. For best results the scaling should be done before performing
any other operations on it like crop, rotate, etc. Note that if you make the image larger it may become fuzzy.

Original dimensions 600x400

600 X 400 [ scale ]

Image Crop (help)

Aspect ratio:

Selection

Thumbnail Settings (help)

Cancel

Current thumbnail

Apply changes to:
@ All image sizes
(O Thumbnail

C All sizes except thumbnail

When you wish to scale an image, click Scale Image on the right part of the page.



Scale Image

Restore Original Image

Change dimensions according to your desired size and hit the Scale button.

When done editing, you may hit Save and Update Media, to save the changes you have
made.

Other Editing Image Icons
Other editing icons for images include rotating counter-clockwise and clockwise, flipping

vertically and horizontally, undo and redo.

w & B 3 ER

You may rotate an image, either counter-clockwise or clockwise, with the help of the second
and the third icon from the left of the editing image toolbar.

And you may flip an image, either vertically or horizontally, with the help of the fourth and
fifth icon from the left of the editing image toolbar.

While the two other icons left were helpful, if you wish to undo or redo an editing action
that you have just made.

Help

9k Edit Media

Scale Image

You can proportionally scale the original image. For best results the scaling should be done before performing
any other operations on it like crop, rotate, etc. Note that if you make the image larger it may become fuzzy.

Original dimensions 600x400

600 X 400 [ scale ]

Image Crop (help)

Aspect ratio:

Selection

Thumbnail Settings (help)

Cancel Save

Current thumbnail

Apply changes to:
@ All image sizes
(O Thumbnail

() All sizes except thumbnail
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Thumbnail Settings gives you an option on where do you want to apply the changes you
made with the image.

When done editing, you may hit Save and Update Media, to save the changes you have
done.

Delete
Clicking on the Delete Permanently option under any media file title will delete the media

file permanently.

Caution: Once a media file has been deleted, you cannot get it back.

View
Clicking on View will show you the media file as its own post on your website.

Add New
You can add new media directly to the media library by clicking on Add New in the Media

widget:

Media
Library
Add New

The Add New Media, or Upload New Media screen looks like this:

‘*ﬂ)‘ WordPress Edit Media v | Howdy, editor | Log Out
- Help
(i Dashboard o5 Upload New Media
ole)
Choose files to upload Select Files
s~ Posts
Media Maximum upload file size: 32MB
Library You are using the Flash uploader. Problems? Try the Browser uploader instead.
Add New After a file has been uploaded, you can add titles and descriptions.
@ Links
[C] Pages
) Comments

& Profile

T} Tools

To add new media click on the Select Files button. This functions exactly the same as
adding media directly to a page or post.

Once you have uploaded your file you will be able to set the Title, Caption and Description
for the file:
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Enter the Title, Caption and Description into the appropriate fields and click on the Save
all changes button to save your changes in the media library.

Links

The links section is used to manage links from your website to other websites as displayed in
a separate links section on your site. This may or not be part of your site development so
this section may not be relevant to you.

Links contained in your pages and posts are not managed in this section.

NB: If you are unsure about whether or not to use this section, consult with your web
developer or IT department.

Links
To edit your existing links click on Edit in the links widget:

@& Links
Links
Add New

Link Categories

The Edit Links screen looks like this:

‘Kﬂ)‘ WOI‘dPI‘eSS New Link v | Howdy, editor | Log Out
. Screen Options Help
« _ ) .
(} Dashboard &” Links (aavew
Search Links
s~ Posts Bulk Actions 5 Apply View all categories % Filter
(24 Media —
O Name URL Categories Relationship Visible Rating
@ Links — )
(J Documentation codex.wordpress.org Blogroll Yes 0
Links
A v - .
dd New O Plugins wordpress.org/extend /plugins Blogroll Yes 0
Link Categories
[C] Pages (O Suggest Ideas wordpress.org/extend /ideas Blogroll Yes 0
) Comments
(O Support Forum wordpress.org/support Blogroll Yes 0
¥ Profile =
O Themes wordpress.org/extend /themes Blogroll Yes 0
T} Tools
[0 WordPress Blog wordpress.org/news Blogroll Yes 0
[0 WordPress Planet planet.wordpress.org Blogroll Yes 0
O Name URL Categories Relationship Visible Rating
Bulk Actions 4 [ Apply

This screen functions like many other screens in the admin system. A list of your links is
displayed in a table with the Bulk Actions, Filter and Search tools at the top, the details
for each link in the table and another Bulk Actions tool at the bottom of the table.

The table of links shows you the name of the link, that is the text your visitors will see on
your website, the actual web address, or URL, of the link, the category the link belongs to,
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any relationship data, the visibility status of the link and the rating which is the ranking
of the Link, which can be used to sort links within Categories.

Link categories are different to post categories and managed completely separate. Link
categories may include Internal Departments, Sub-Branch Offices or Customers.

If you position the mouse over a link title, a menu of options will appear allowing you to
Edit or Delete the link.

Edit
The top half of the Edit Link screen looks like this:

Screen Options Help

& Edit Link

Name Save

Documentation Visit Link

mple: Nifty bloggin f —
Example: Nifty blogging software [ Keep this link private

Delete

http://codex.wordpress.org/

Example: http://wordpress.org/ — don't forget the http://

Description

This will be shown when someone hovers over the link in the blogroll, or optionally below the link.
Categories

Target

(O _blank — new window or tab.

(O _top — current window or tab, with no frames.
@ _none — same window or tab.

Choose the target frame for your link.

On this screen you can change:

* The name of the link, that is the actual text your visitors will see on your website

* The web address of the link, be sure to include the “http://”

* The description of the link, which may appear when a visitor hovers over the link

* Any categories the link belongs to, you can also add new categories here by clicking
on the + Add New Category link

* The target of the link, that is the window the link will open in.

\ Technical: By default, links are set to the option of “none” and will open in the
same window as the page they are displayed on. It is recommended not to change
this option.
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At the top right of this screen is the Visit Link button, allowing you to visit the link to
check if you have entered the correct URL, an option to keep the link private, meaning it
will not be visible to the public, as well as the Update Link button, which allows you to save
your changes and the Delete link.

The bottom half of the Edit Link screen looks like this:

Link Relationship (XFN)

rel:

identity () another web address of mine

friendship () contact () acquaintance () friend @) none
physical () met

professional () co-worker [[] colleague

geographical () co-resident () neighbor ) none

family O child O) kin () parent () sibling () spouse ) none
romantic [_) muse [_] crush [_] date [_] sweetheart

If the link is to a person, you can specify your relationship with them using the above form. If you would like to learn more about the idea
check out XFN.

Advanced
Image Address

RSS Address

Notes

Both Link Relationship and Advanced can be completely ignored and your links will still
work, so only read this section if you know it is relevant to your website.

The following information regarding Link Relationship has been sourced from the official
WordPress codex at:

http://codex.wordpress.org/Links Add New_ SubPanel
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XFN stands for XHTML Friends Network. WordPress allows for the generation of XFN
attributes automatically so you can show how you are related to the authors/owners of site
to which you are linking. XFN tags are an effort to add meaning to the connections (links)
on the World Wide Web, and are gaining in popularity.

When you add a new link you may specify in this section of the SubPanel the relationship
you share in real life with the author of the page to which you're linking. This will
automatically add a rel="X" attribute to the HTML code for the link (where X is the
relationship you specify).

XFN relationships are optional for WordPress links. You can leave everything in this section
blank and all your links will still work.

To specify your relationship, use the following.
identity

Use this checkbox if the link is to another of your own websites. This relationship is
exclusive of all others.

friendship
These radio buttons allow you to specify one of four different types of friendships:

* acquaintance - Someone with whom you have exchanged greetings and not much (if

any) more -- maybe a short conversation or two.
* contact - Someone with whom you know how to get in touch.

* friend - Someone you consider a friend. A compatriot, buddy, home (boy|girl) that
you know.

* none - Use this if you want to leave the friendship category blank.

physical

Check the met checkbox if this is someone whom you have actually met in person.

professional

These two checkboxes allow you to specify your professional relationship with the author of
the link's site.

* co-worker - Someone with whom you work or someone who works at the same

organization as you.

* colleague - Someone in the same field of study or activity.
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geographical

Use these three radio buttons to specify how you relate geographically to the author of the
link's site.

* co-resident - Someone with whom you share a street address. A roommate. A
Flatmate. A member of your family living in the same home.

* neighbor - Someone who lives nearby, perhaps only at an adjacent street address or
doorway.

* none - Use this if you want to leave the geographical category blank.
famil

Six radio buttons to specify your familial relationship.

child - Your genetic offspring. Or someone that you have adopted and take care of.
* kin - A relative. Someone you consider part of your extended family.

* parent - Your progenitor. Or someone who has adopted and takes care (or took care)
of you.

* sibling - Someone with whom you share a parent.

* spouse - Someone to whom you are married.

* none - Use this if you want to leave the family category blank.
romantic

Use these four checkboxes to define how you are "romantically” related to the author of the
site.

* muse - Someone who brings you inspiration.
* crush - Someone on whom you have a crush.
* date - Someone you are dating.

* sweetheart - Someone with whom you are intimate and at least somewhat
committed, possibly exclusively.
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The last section on the Edit Link screen is called Advanced. Whether or not any of the
information you enter in the advanced section has any effect on your website will depend on
how your site has been developed.

NB: If you are unsure about whether or not to use this section, consult with your web
developer or IT department.

The Image Address field allows you to enter the URL of an image you wish to associate
with the link.

The RSS Address allows you to enter the address of any RSS feeds that may be present on
the site you are linking to.

Notes are a place for you to make some notes about the link for your own reference.

Rating is a setting that allows you to rate the link from o - 9. Again, what your website does
with this rating depends on how your site has been developed.

Delete
Clicking on the Delete option under any link will open a pop up dialog box asking if you are

sure you want to delete the link. Clicking on OK will delete the link and clicking on Cancel
will cancel your actions.

Caution: Once a link has been deleted, you cannot get it back.

>

Add New
To add new links click on Add New in the links widget:

@ Links
Links
Add New

Link Categories

The Add New Link screen looks like this:
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@; WordPress

Edit Links v Howdy, editor | Log Out
pu Screen Options Help
Y S 3
(i Dashboard & Add New Link
s Posts Name Save
(i Media (] Keep this link private
@ Links v Example: Nifty blogging software

Add New Web Address

Link Categories

() Pages Example: http://wordpress.org/ — don't forget the http://
) Comments
Description
& Profile
T} Tools

This will be shown when someone hovers over the link in the blogroll, or optionally below the link.
Categories

Target

(O _blank — new window or tab.

() _top — current window or tab, with no frames.
O _none — same window or tab.

Choose the target frame for your link.

This screen functions exactly the same as the Edit Link screen, with the exception that it is

empty of all data, so you need to enter the information for your new link and the Update
Link button is now known as the Add Link button.

Link Categories

To add new link categories or edit your existing link categories click on Link Categories in
the links widget:

@ Links
Links
Add New

Link Categories

The Link Categories screen looks like this:
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() WordPress
{3} Dashboard

s Posts

(54 Media

& Links v
Links

Add New

Link Categories
Pages

) Comments

&, Profile

T} Tools

@&~ Link Categories
Add New Link Category
Name
The name is how it appears on your site.
Slug

The “slug” is the URL-friendly version of the name. It is usually all
lowercase and contains only letters, numbers, and hyphens.

Description

The description is not prominent by default; however, some
themes may show it.

Add New Link Category

Bulk Actions

O Name

Blogroll

O Name

Bulk Actions

Apply

Description

Description

Apply

New Post

Slug

blogroll

Slug

v

Howdy, editor | Log Out

Screen Options v Help

Search Link Categories

Links

Links

This screen functions exactly the same as the Edit Categories screen under Categories in

the Posts widget, with the exception that you cannot assign a parent category to a link

category.

Placing the mouse over the name of a link category in the list displays a menu of options.

Edit

The Edit Link Category screen looks like this:

7‘ Edit Link Category

Name

Slug

Description

Blogroll

The name is how it appears on your site.

blogroll

Screen Options Help

The “slug” is the URL-friendly version of the name. It is usually all lowercase and contains only letters, numbers, and hyphens.

The description is not prominent by default, however some themes may show it.

This screen functions exactly the same as the Edit Category screen under Categories in the

Posts widget, with the exception that you cannot assign a parent category to a link

category.

Quick Edit

Quick Edit allows you to edit the name and slug of the link category only:
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Search Link Categories
a

Bulk Actions v Apply

0 Name Description Slug Links

QUICK EDIT
Name Blogroll|

Slug blogroll

Cancel Update Link Category

O Name Description Slug Links

A

Bulk Actions v Apply

This screen functions exactly the same as the Edit Category screen under Categories in the
Posts widget, with the exception that you cannot assign a parent category to a link
category.

Delete
Clicking on the Delete option under any link category will open a pop up dialog box asking

if you are sure you want to delete the link category. Clicking on OK will delete the link
category and clicking on Cancel will cancel your actions.

Comments
Visitors to your site can make comments on pages or posts. Comments are a good way to

encourage user contributions to your site and help foster a sense of community. Comments
may or may not be enabled on your site depending on how it has been developed.

NB: If you are unsure about whether or not comments are enabled, consult with your web
developer or IT department.

If comments are enabled then you can view, edit and reply to comments by clicking on the
Comments widget in the sidebar. You can also mark comments as spam, approve or
unapprove them and delete them.

The Edit Comments screen looks like this:
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(%}) WordPress New Post v | Howdy, editor | Log Out

Screen Options v Help
(3} Dashboard \_]_ Comments

Search Comments
All | Pending Approved | Spam Trash
s~ Posts

@ Media Bulk Actions + | Apply Show all comment types % Filter

@& Links Author Comment In Response To

Mr WordPress Submitted on 2011/03/18 at 5:08 am Hello world!
#

Links

Add New wordpress.org/ Hi, this is a comment.

To delete a comment, just log in and view the post's comments. There you will have the option to edit or delete them.
Link Categories

T Reply | Quick Edit | Edit | Spam | Trash
[E] Pages

O Author Comment In Response To
C) Comments

Bulk Actions 5 Apply
4, Profile

§ Tools

This screen displays any comments made by visitors on your website. At the top left of the
screen your comments are sorted into status and tallied. At the top right is the Search tool.
Underneath the tally headings are the familiar Bulk Actions and Filter tools. The filter tool
allows you to view comments, pings or both in the table list.

The table of comments displays the Author, that is the actual visitor to your website who
made the comment, the comment itself and the post or page the comment was made on.

Placing the mouse over any comment in the list will display a menu of options. The

comments menu options are:

* Approve/Unapprove

* Reply

*  Quick Edit

* Edit

* Spam, and

* Trash
Approve/Unapprove

If a comment is approved it will be visible to the public on your website. Depending on the
nature and/or subject matter of the comment you may want to prevent it from being
displayed on the website until further consideration by yourself or a colleague. If you
"Unapprove" a comment it will marked as pending. This means the comment remains in

the system but is not published on the website until it is approved.

Spam

If a comment is considered spam it may automatically end up in the spam section,
depending on how your site has been developed. If you think a comment is spam and it has
been approved, or is marked as "pending”, you can mark it as "spam" and the system will
hold the comment in the spam section until further action. From the spam section you can
approve comments to be published or delete them. This works in a similar way to the spam
filters in many popular email programs.
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Trash
Clicking on the Trash option under any comment will move that comment to the Trash

link located above, next to the Spam link.

w@» WordPress New Post v | Howdy, editor | Log Out
Screen Options Help
(3} Dashboard &) Comments
Search Comments
All | Pending (0) | Approved | Spam (0) | Trash
s Posts
< Bulk Actions + | Appl Show all comment types & | Filter
Media pply typ
& Links O Author Comment In Response To
Links (@] Mr WordPress Submitted on 2011/03/18 at 5:08 am Hello world!
Add New wordpress.org/ Hi, this is a comment. #
Link Categories To delete a comment, just log in and view the post's comments. There you will have the option to edit or delete them.
Repl: uick Edit | Edit | Spam | Trash
Pages ply | Q it] | Sp:
O Author Comment In Response To
() Comments
Bulk Actions + | Apply
& Profile
T} Tools

Click the Trash link to locate all the items that you have deleted for the past 30 days.

=) Comments

All | Pending | Approved | Spam | Trash

Hover your mouse over to the title of the comment that you want to delete or restore, and a

sub-menu of options will appear below.

Choose Restore to recover back your deleted comment or choose Delete Permanently to

delete the comment forever.

Screen Options Help

&) Comments

Search Comments

All | Pending Approved | Spam | Trash
Bulk Actions + | Apply Show all comment types 3 Filter Empty Trash
O Author Comment In Response To
O Mr WordPress Submitted on 2011/03/18 at 5:08 am Hello world!
wordpress.org/ Hi, this is 2 comment. #

To delete a comment, just log in and view the post's comments. There you will have the option to edit or delete them.

Restore | Delete Permanently

O Author Comment In Response To

Bulk Actions v Apply Empty Trash

Edit
The Edit Comment screen looks like this:
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Help

& Edit Comment

Author Status
5 View Comment
Name: Mr WordPress
. @ Approved
E-mail: P
C Spam

URL (visit site): http://wordpress.org/
Y] Submitted on: Mar 18, 2011 @ 5:08 Edit

b i link b-quote det ins img ul ol |li code more lookup close tags {MoveltoiTrash!

Hi, this is a comment.<br />To delete a comment, just log in and view the post&#039;s comments. There you will
have the option to edit or delete them.

This screen allows you to edit the comment, including the author's name, email and URL,
as well as the body of the comment. You can also change the status of the comment by
using the radio buttons in the right-hand side Status widget.

To save your changes, click on the Update Comment button or click on the Move to Trash
link to move the comment to Trash.

Quick Edit
The Quick Edit comment screen looks like this:

&) Comments

Search Comments

All | Pending Approved | Spam | Trash

Bulk Actions s Apply Show all comment types % Filter

O Author Comment In Response To
Name Mr WordPress E-mail URL http://wordpress.org/

b i link b-quote det ins img ul ol li code lookup closetags

Hi, this is a comment.<br />To delete a comment, just log in and view the post&#039;s comments. There you will have the option to edit or delete them.

O Author Comment In Response To

Bulk Actions + | Apply

This screen allows you to edit the author's name, email and URL as well as the body of the
comment from within the comments list table, without loading a whole new page.

Reply
The Reply To Comment screen looks like this:



— Screen Options Help
") Comments

Search Comments
All | Pending Approved | Spam | Trash

Bulk Actions s Apply Show all comment types % Filter

O Author Comment In Response To

Mr WordPress Submitted on 2011/03/18 at 5:08 am Hello world!

wordpress.org/ #

Hi, this is a comment.
To delete a comment, just log in and view the post's comments. There you will have the option to edit or delete them.

Reply to Comment

b i link b-quote del ins img ul ol |li code lookup closetags

Cancel Submit Reply

O Author Comment In Response To

Bulk Actions 5 Apply

This screen allows you to reply to any comment on your website. Simply enter your reply in
the bottom half of the editor and click on the Submit Reply button or the Cancel button
to cancel your reply. Once you submit a reply it will be published on you website for the
public to view.

Tools

Turbo
This user’s guide does not provide support for Turbo; however more information is available
at:

http://gears.google.com/

NB: Before using Turbo you should consult with your web developer or IT department.

Press This
Some of the following information has been sourced from Lorelle on WordPress:

http://lorelle.wordpress.com/2005/09/15/wordpress-power-user-features-just-press-

it/

Press This is a bookmarklet: a little application that runs in your web browser (Internet
Explorer, Firefox, Safari) and lets you grab bits of websites and publish them on your
website.

You need to save the Press This application to your bookmarks or favorites before you can
use it.



Then, when you are visiting a site you want to post about on your website, just click the
Press This link in your favorites or bookmarks and a window will pop up with either your
website's login or, if you are already logged in, a condensed version of the Write Post
screen. Inside will be the title filled out with the title of the website you are visiting (if there
is one) and a link in the Editing text area. You just fill in the text, mark the categories, then
save it as a draft or private or publish it.

The Press This screen looks like this:

WordPress > Press This

Tools <« WordPress — WordPress

Add: (= 8 Save Draft m

B 7 U ¢ a8 = =] Post Format: ~Standard #

Tools < WordPress — WordPress.

Categories

All Categories Most Used

] Uncategorized

+ Add New Category

Post Tags
Add

Choose from the most used tags
in Post Tags

Path: 4
NB: Before using Press This you should consult with your web developer or IT department
and you should seek legal advice regarding using content from other websites on your own
site.



