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Welcome

It might be easier to say what this guide i :¢
every single function available within the WordPress dashboard. Nor is it a guide to help you
develop or modify WordPress themes. My agnta create a simple WordPress guide that will

help you to get an overall understanding of how you use the various features within the
WordPress Dashboard to keep your site or blog updated.

I f youdr e | o-depth kngvledge, thereremerheapsiioles in the//ordPress

Codexthat go into more detail. This is great if you want to get really involved in developing your
own WordPress theme or modifying your site with plugins, but it can bedauniting for those

users who just want a simple guide to using the Content Management side of WordPress or just
need to update their site pages every so often.
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Introduction

WordPress is apenSourcesoftware system used by millions of people around the world to
create beautiful websites and blogs. It is completely customisable by thetusenefand

plugins

- WordPress is web software you can u:
website or blog. We like to say that WordPress is both free and
priceless at the same time.?®°

Themes can be easily downloaded from the official WordPress site or from hundreds of other
places around the web. The same goes with plugins, which are used to extend the functionality of
your WordPress site.

As well as being a fantastic blogging and content management system, one of the huge benefits i
t he wealth of i nf orgmattcommumity@fypeople belend the desigh& r e 0 ¢
development of the WordPress system itself. People from all over the world contribute their time,
knowledge and skill to keeping WordPress updated and secure.

Thereds al so a huge naénblmggerswhd shatesthweir kmowkdge , d e\
through blog posts, tutorials, reviews, videos and the creation of thousands of themes & plugins.

WordPress powers a staggering amount of websites. In fact, it powers 22% of the whole web!
Everything from personal bifs to large corporate websites. The following are just a very few
examples of the millions of diverse sites powered by WordPress...

Bata 1 http://www.bata.com

Bata is a familyowned global footwear and fashion accessoaynufacturer and retailer with
acting headquarters located in Lausanne, Switzerlme organisation has a retail presence in
over 70 countries and production facilities in 26 countries.

Google Ventures - hitp://www.gv.@m

Google Ventures is the venture capital investment arm of Google Inc. and provides seed, venture,
and growth stage funding to technology companies. The firm operates independently from
Google and makes financially driven investment decisions.

Swe de n ficeal S®f T http://sweden.se

The website is the official source for facts about Sweden. It is publicly funded, with four
organisations behind it: the Swedish Institute;$eedish Government Offices, including the
Ministry for Foreign Affairs and the Ministry of Enterprise, Energy and
CommunicationsBusiness Sweden; aMisitSweden.

Sony Music T http://www.sonymusic.com
Sony Music Entertainment is a United States music corporatimed and operated by Sony
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Corporation of America, a subsidiary of Japanese conglomerate Sony Corporation, and includes
such music labels as Columbia Records, Epic Records, RCA Records, and numerous Sony Music
national companies.

Dallas Mavericks 1 http://www.mavs.com

The site was developed for the Dallas Mavericks NBA team. It showcases the players, dancers,
and coaches that represent the basketball team. In addition to the custom theme, it ties into
several NBA datéeeds for ugo-date information.

Georgia State University 1 http://www.gsu.edu

Georgia Stateds website represents its coll e
and provides visitors an opportunity toahser how Georgia State has a major impact on

Atlanta, the nation and the world.

Tech Crunch 1 http://techcrunch.com

TechCrunch, founded on June 11, 2005, is a weblog dedicated to obsessively profiling and
reviewing nev Internet products and companies. In addition to covering new companies, they
profile existing companies that are making an impact (commercial and/or cultural) on the new
web space.
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Before you can make any changes to your site, you will need to.l@tpe login for your site is

typically found at the following URL http://yourwordpresssite.com/wpadmin. Obviously,
replaceyour-wordpresssite.comwith your actual domain name.

@f

username

There are exceptions to this of course. For instance, your WordBtepsrsybe installed in a
subdirectory. For most st and@shoudsevoriu ps t ho uc
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Dashboard

Once youodove |l ogged in, the WordPressionDashbo:
homepage. At the very top of your Dashboard (and across every page) you will see the name of
your site in the header area. In the example screenshot below (and throughout this
documentation) the site nameYieur WordPress Site This is also hyperlinketo your site's

homepage. You will also see the name of the person who is currently logged in (e.g. Joe Blogg).
Move your cursor over your name to revealltlog Out link as well as a link to edit your

Profile.

When new or updated features are introducedt o Wor d Pr e s s NewfFeatute! | be
Pointer. This is simply to bring to your attent

added or updated. In the following Dashboard image, the New Feature Pointer is highlighting the
updated ToolbarClick Dismiss to hide the pointer.

YV & YourWordPressSite + New Howdy, joe Blogg %

This Is the name of your site We've combined the admin bar and the old 3

t's also linked to your hompage d header into one pe This is the name of the persor

Hover over the toolbar items to see what's new who IS currently logged in

41 Media WordPress 3.9 running Tw _. _, PRI : ¥ i
Pages e 0 Admin Feature Pointer
Comments ! It SpamM Queue f ¢
This is a New Feature Pointer. It highlights
new WordPress features. Here, it's p
arance
Appe Activity 1o the WordPress Toolbar
ctivi
v Plugins
Publishing Soon
- Users The sky Is the limit only for those who aren't
2 J  J
het | §
Tools
hic noct drafted and not publishad ve shoul
Recently Published This post is drafted and not published yet. it should
5 Settings
H worid
Markup: HTML Tags and WordPress News
WordPress 3.9 "Smith”

On most pages, just below your Username there are a couple of small inverted tabs. One called
Screen Optionsand another calleHelp . Clicking either of these links will cause a panel to

slide down from the top of the page. THelp link, not surprisingly, displays some help
information. TheScreen Optionslink will display various options that allow you to configure

what is displaye@n the current page. The details in this panel change depending on what page
youdbre currently viewing. As an example, on
all ow you to set which panels youdd | ike di:
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Dashboard Menu Options

Downthe left hand side of the Dashboard and on every page you will see your main navigation
menu. This is where youoll find all the opti

Hovering your cursor over each -oft dunwaretreai n 1
various choices for that particular menu option. Once you click each of the main menu options,
that particular menu will expand to show all the available options within that section (if there are
any).

#& Your WordPress Site + New Howdy, Joe Blogg >

@ Dashboard Dashboard

At a Glance Quick Draft

A 39 Posts

41 Media

8 Pages v N

Comments ' Wil gl m
roverir "“"u'_':, CUrsor o© (0]

N Appearance
Drafts

¢ Plugins

Yaft April 9

" Users This post is drafted and not published yet. It should

Tools

The main menu options and their usage are

Dashboard

This wil/l di splay your main Dashboard ohomej
some brief stats on the number of Posts, Pages and Comments. If you havertietantrspam

plugin activated,g u 61 | al s o sSean Cbresnion aommbeats awaiting

moderation.

Posts

This is where you can create a new Blog Post. You can also update your Categories and Post
Tags.

Media

This iswhere all your uploaded images, documents or files are stored. You can browse through
your Media library, as well as edit and update the files.

Pages
This is where you create and maintain all your Pages.
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Comments

You can manage all your Comments withirsteection, including replying to comments or
marking them as Spam.

Appearance

This menu is where you control how your site looks. You can choose a new Theme, manage your
site Widgets or Menus and even edit your site theme files.

Plugins
Plugins extend anexpand the functionality of WordPress. You can add or delete plugins within
here as well as activate or deactivate them.

Users

This screen lists all the existing users for your site. Depending on your Role, you can also add
new users as well as manageir Roles.

Tools

This section gives you access to various convenient tools. You can also import data to your
WordPress site or export all your WordPress data to a file.

Settings

This is where most of your site is configured. Among other things, it ajowso configure

your site name and URL , where your Posts appear, whether people can leave Post Comments or
not and numerous other settings. Most times, once your site is setup, there's no need to change
any of the settings within this section.

At the bdatom of the menu you'll see a link call€dllapse menu. Clicking this will hide the

menu and simply display their icons instead. Click the small arrow icon again to expand the
menu.

Occasionally when you install a plugin, they will have their own cordiom or setup pages.
The location of these will be entirely dependent on the individual plugin but most times these
pages will either appear within ti@ols section, the&Settings section or in a completely new

menu section at the bottom of the menu.

Toolbar

The WordPress Toolbar is a way of easily accessing some of the most common WordPress
features. When you are logged into your WordPress dashboard and you visit your website, you
will see the Toolbar running across the top of your site. This bar ongaep you are currently

| ogged into your WordPress site, which mean:
vi sitors. I f you are not | ogged in, the Tool
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SV & YourWordPressSite B Howdy, joe Blogg i Q

Your WordPress Site _, e MOME  ABOUTTHETESTS »  LOREMIPSUM = QL

Just another

WordPress site

PAGES

R
B

CATEGORIES

DEPTH
TEMPLATE, UNCATEGORIZED

TEMPLATE: COMMENTS POST FORMAT: STANDARD POST FORMAT: ASIDE

ADVANCED

MENU DESCRIPTION

RECENT POSTS

Hedlo world!
Markup: HTML Tags
and Formatting

Markup: Image Align
ment

Markup: Text Align-
ment

The Toolbar allows you to quickly access the following commonly (esdres.
Visit the WordPress.org website, Codex or Support forums

Display your site Dashboard and other commonly used menu options that allow you to
update your site Themes, Widgets, Menus and depending on your theme, Background and
Header

View or Edityour blog comments

Add a new Post, Media, Page or User
Edit the current Page or Post

Perform a site Search

View or Edit your Profile and logout from the WordPress Dashboard

Hiding the Toolbar

You can stop the Toolbar from displaying by modifying the preferences associated with your
Profile. Simply click on théJserslink in the left hand navigation to display the list of Users.

From this list of Users, click your user name or click onBdg link that appears beneath the
user name when hovering your cursor over each row. Alternatively, click &fothveProfile
link underneath th&lsers menu option in the left hand navigation or within thedlyt menu.
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WV & YourWordPress Site P + New Howdy, joe Blogg 3

/ h
Dashboard Proﬂle
Posts Personal Options
03 Media
| I ) t c Or W y writin
Pages Visual Editor Disable the visual editor when writing
Comments
Admin Color Scheme () Default Light Blue Coffee
Appearance T TN T ]
¢ Plugins
5 Ocean Sunrise
= @ v - -
Users You can hide the Toolbar on you
Add New wepsite by unseiectin he
Keyboard Shortcuts checkbox ment moderation. More Information
Your Profile
/ Tools Toolbar M Show Toolbar when viewing site

i Settings

When editing your Profile there isTaolbar option as shown in the screen above.

Show Toolbar when viewing site T Checking this box will display the Toolbar at the
very top of your website (only for the person who is currently logged in)
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Posts versus Pages

WordPress is built around two basencepts. Posts and Pages. Posts are typically blog entries. A
series of articles, listed (usually) reverdeonologically. Pages are used for more static content

(i .e. content that doesndét change or eohaange:
Page on a typical website. Il n most cases Yyol
doesndt change all that frequently.

Now, you might be thinking, fAbut | dondt ne:¢

the blog conceptifyohave a site where you need to disp
company updates. Basically, any information that gets updated on-aegpiair basis can

benefit from the &éblogdé functionality. Whet!
newsod or even just your own personal updat e:s
Posts

After clicking on thePostsmenu option you'll be shown a list of Posts that your site contains.

Among the information displayed is the Post title, the Author, Categories, Tags, No. of
Comments and eitihhéhe Date Published, Date Scheduled or the Date the Post was Last
Modified. The Posts screen will look similar to the screen below.
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8 Your WordPress Site

#& Dashboard

# Posts

All Posts

Add New

] Media
Pages

Comments

Appearance
v Plugins
as Users
Tools

I Settings

POSts Add New

: c A r Search Posts
Published | Sticky Scheduled Draft 3

Bulk Actions  =| ° ories «|  Filte
hd : 7l
S BE m 1

Title Advises total number of Posts, how gories
many are Published, Sticky, ° Posts
Scheduled Scheduled, in Draft or in the Trash iblished
d

Click the icons to view the Posts list
in the traditional List View or the
Hello world! e Blogg ncategorizet  Excerpt View

Edit Quick Edit Trash View

Draft - Draft hed content 2013/04/08
L’]';'.

Hovering the cursor over each row
Markup: HTML®  will show you varicus cptions you content, css, 2013/01/M1
Formatting

can perform formatting, htm Published

Edit Quick Edit

Markup: Image Alignment joe Blogg Markup alignment, captions
ontent, css, Image Published
1arku
Markup: Text Alignment oe Blogg Markup alignment, content 2013/01/09
Nar £ |
e Blogg Markup narkup, post 2013KX
Publist
then choosing an action fro
Actions dropdown & clicking Apply & Bisas Marki css html title

At the top of the page you can view how many Posts in total you have in your site,

Published

Published, Scheduled, 8tiy, Pending, in Draft or in the Trash.
When hovering your cursor over each row, a few links will appear beneath the Post title.

Edit 7 Will allow you to edit your Post. This is the same as clicking on the Post title

Quick Edit

i Allows you to edit basi®ost information such as Title, Slug, Date plus a

few other options

Trash 1 Will send the Post to the Trash. Once the Trash is emptied, the page is deleted
View 1 Di spl ays t he

Next to each Post title is a checkbox. This allows you to perform an action on multiple items at
once. You simply check the Posts that you would like to affect and then from the Bulk Actions

Post . | f t he

dropdown select either tl&dit option or theMove to Trash option and then click thé&pply
button. TheEdit option will allow you to edit the Categories, Tags, Author, whether to allow
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Comments and Pings or not, the StatMosgtoand wl
Trash option will move the selected itertsthe Trash.

You can also filter the pages that are displayed using the dropdown lists &tethbutton.

At the top of the list of Posts there are also two icons that change how the list is displayed. Click
theList View icon (E&3) to display the postis the traditional List View or click thExcerpt

View icon () to display a short excerpt from the Post underneath the Post title.

Pages

After clicking on thePagesmenu option you'll be shown a list of Pages that your site contains.
Among the informatia displayed is the Page title, the Author, No. of Comments and either the

Date Published or the Date the Page was Last Modified. The Pages screen will look similar to
screen below.

WV #& YourWordPressSite + New Howdy, joe Blogg ' &

#@ Dashboard pages Add New

A+ Posts Al Published Search Pages

07 Media Bulk . Cilvar ==
Q
B Pages Author &3 Date

Advises total number of Pages & -

A% Fagea how many are Published or in Draft pimas
Add New
$ Comments g foe Bloge
| e
g
M Appearance Sample Page joe Blogs 2013/11/30
& Plugins Edit QuickEdit Trash View Published
; - T TQS( e Pt
Published
7 Tools
B Settings — Page Image A Hovering the cursor over each row joe Biogg :
will show you various options you Published
can perform
© Collapse menu - Page Markup joe Blogg 2013/0315
P )
— Clearing Floats joe Blogg

Perform actions on mulitple Pages at once

Blogg 20 1
8 Pu
Actions dropdown & clicking Apply
Level loe Blogg 2/
E e
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At the top of the page you can view how many Pages in total you hawarisite and how many
are Published or in Draft.

When hovering your cursor over each row, a few links will appear beneath the Page title.
Edit 1 Will allow you to edit your Page. This is the same as clicking on the Page title

Quick Edit 1 Allows you to edt basic Page information such as Title, Slug, Date plus a
few other options

Trash 1 Will send the Page to the Trash. Once the Trash is emptied, the page is deleted
View i1 Di spl ays the Page. | f the Pa®reviewasnot

Next to each Page title is a checkbox. This allows you to perform an action on multiple items at
once. You simply check the Pages that you would like to affect and then from the Bulk Actions
dropdown select either thgdit option or theMove to Trash option and then click thé&pply

button. TheEdit option will allow you to edit the Author, Parent, Template, whether to allow
Comments or not and the Status of each of the checked itemBloMeeto Trash option will

move the selected items to the Trash.

You can also filter the pages that are displayed using the dropdown list aRidténeoutton.
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Adding your Site Content

Adding content to your site i s an easy Ppr oc¢
The procedure for both is almost identicapart from how they display on your site, which was
described earlier, the other main difference is that Posts allow you to assatcizierieand
Tagswher eas Pages donot. What 6s the differenc
are adhoc keywords that identify important information in your Post (names, subjects, etc) that
may or may not recur in other Pqsigile Categories are paetermined sections. If you think of

your site like a book, the Categories are like the Table of Contents and the Tags are like the terms
in the index.

Adding a New Page

To add a new Page, hover your cursor ovelPdgesmenu opion in the left hand navigation
menu and in the fhput menu, click thédd New link. Alternatively, click thePagesmenu
option and then click thadd New link underneath, or thadd New button at the top of the
page. You will be presented with a pagaifar to the image below.
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& Your WordPress Site P -+ New Howdy, Joe Blogg 3

# Dashboard Add New Page

# Posts Enter title here Pubsh
0 -
e Meda Save Draft Preview
- Pages O3 Add Media Visual Text ¥ Status: Draft Edit
:;c/ B I ™ : “$ — = = = = |68 - ® Visibility: Public Edit
(s Paragraph ~ U = A~ kd ¢ E S (2] (Tl Publish immediately Edit

Comments
o Editor Toolbar Move to Trash
Appearance
Your Pasge can be stvled using the various
¢ Plugins o Y
8 menu bar buttons, These buttons are also used Publish Panel

Users o add links, upload & insert images, media files
& other documents. Using the Visual & Text Once your content is added, you
Tools tabs, you can switch between the Visual editor can publish your Page or save it as a
s or the HTML editor. fraft -
ings =
Template

Default Template =)

Order
@ ecivor :

This is the Editor where your Page Need help? Use the Help tab in the upper

content is added right of your screen

Featured Image

Werd count: 0

Adding a New Post

To add a new Post, hover over thestsmenu option in the left hand navigation menu and in the
fly-out menu, click thédd New link. Alternatively, click thePostsmenu option and then click
the Add New link underneath, or thadd New button at the top of the page. You will be
presented with a page similar to the image below.
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& Your WordPress Site + New

#% Dashboard

Add New Post

Enter title here

1]
H|
<

il
ll.”

04 Media
Pages

Comments

Your Post can be styled using the various menu
bar buttons

These buttons are also used to

arance Q
APPSwaE add links, upload & insert images, media file

Plugins other documents. Using the Visual & Text tabs,
you can switch between the Visual editor or the
Users HTML editor,

Tools

Settings

@ cditor

content is added
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This is the Editor where your Post

Howdy, Joe Blogg &

Publish

Save Draft Preview

Visual ext Y S:atus: Draft Edit
- ® Visibility: Public Edit
© (T Publish immediately Edit

Move to Trash

c Publish Panel

Once your content is added, you

an publish your Post or save it as a

draft

Video
Audio
Quote
Link

Gallery

Categories

All Categories Most Used
acform

sub
antiquarianism

arrangement

+ Add New Category

Tags

Add

Featured Image

Set featured Image

Page22

Easy WP Guide V2.7 for WordPress 3éxsywpguide.com


http://maddisondesigns.com/
http://easywpguide.com/

Adding Content with the Visual Editor

The editor used to enter content i neosingaour |

regular word processor, with toolbar buttons that allow ydsaid ( B ) or ltalicize ( + )

text or enter in Headings F\’aragraph " )orbullet points “— = ). You can even use
most of the basic keyboard shortcuts used in other text editors. For ex8hifiteEnter inserts
a line breakCtrl+C/Cmd+C = copy,Ctrl+X/Cmd+X = cut,Ctrl+Z/Cmd+Z = undo,
Ctrl+Y/Cmd+Y = redo,Ctrl+A/Cmd+A = select all, etc. (use titrl key on a PC or the

Command key on a Mac).

Visual

At the top of the editor there are two tal¥dssual andText ( i ). These switch
the editor view between thdsual Editor and theText editor. The Text view will enable you to

view the HTML code that makes up your content. For the more experienced users this can be
helpful at times but for those not familiarwithMIL t ags, i1 td0s not recom

When creating a new Page or Post, the first thing to do is enter in your title in the top entry field
where it saygEnter title here . After moving the cursor down to the editor a nesrmalinkis
created for your page. Permalinks are the pe
Categories etc.. Though not usually necessary, you can manually edit your permalink by clicking
on the actual permalink (the part aftee domain name with the yellow background) or by
clickingtheEditbut t on next to i t. OktwosaveyoLanbeitcecanoced d i f i
your changes.

At the top of the editor where your content is written, there are numerous formattingsbutto

buttons which gives you extra functionality. The editor buttons perform the following functions:

Add Media Add Media T Used to upload and insert media such as images, audi
video or documents

B Bold T Bold text
T Italic 7T Italicise text

Strikethrough 7 Add a strikethrough to your text

Bulleted List 1 Create an unordered (bullet point) list
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Numbered List i1 Create an Ordered (hnumbered) list

¢ Blockquote 1 Used as a way of showing a quote. How this looks will
entirely dependent on the Theme that your site is currently using

Horizontal Line T Inserts a horizontal line into your page

Align Left 1 Align text to the left

1!

Align Center 1 Align text in the center of the page

= Align Right 1 Align text to the right

Insert/edit link T Used to create an html link to another page or
website. The text or image that you want to link needs to be selected
before the button will become active

9 Remove link 7 Remove the html link from the selected link. Your cur
must be sitting omn active link for the button to be active

. Insert Read More tag i Inserts the More tag into your Page. Most
bl ogs only display a small exce
the Post title or a 6Read more.
article. When you i nsert ingpriorkbo r
the tag is considered as this e
when youbre creating a blog Pos

(o] Toolbar Toggle 1 Used to show or hide the second row of formatting
buttons on the editor toolbar
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Distraction Free Writing i Clicking this button will enlarge the
editor so that it fills the browser window. Clicking tBeit fullscreen link
at the top of the screen will reduce it back to its original size

paragraph  +» Style T Used to format the Page text basedlwe styles used by the
current Theme
U Underline 1 Underline your text
— Justify T Align text on both the left and right (i.e. justify)
A+ Text color 1 Use to change the color of text
Eﬁﬁ Paste as text i Copying and pasting text from other sites or word
processors sometimes leaves the text formatted differently to what yo
were expecting. The reason for this is that quite often the html tags ot
codes that formatted the original text are pasted alorgthat text itself.
To avoid this, Paste as Plain Text will strip all these formatting and ht
tags. Checking thkeep linebreaks checkbox will preserve all HTML <b
/> tags. Unchecking this option will remove them
2, Clear formatting T Use this to remove all the formatting (e.g. Bold,
Underline, text color etc..) from the highlighted text
0O Special character 1 Used to insert special characters not easily
o accessible via the keyboard (e.
o= Decrease indent T Removes one level of indenting
=a Increase indent i Indents text by one level
- Undo 1 Undo your last action
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Redo i Redo your last action

2] Keyboard shortcuts T Displays information about the WordPress
Visual Editor along with keyboard shortcuts

visual  Text Visual/Text T Switches the editor view between the Visual Editor an
the Text editor. The Text view will enable you to view the HTML code
that makes up your content. For the more experienced users this can
helpful at times but for those not familiarwvit HT ML t ag s,
recommended

Switching to the Text Editor

_ _ Visual fext _
At the top of the editor there are two taWdssual andText ( ). These switch

the editor view between the Visual Editor and the Text editor. The Text view will enable you to
view the HTML code that makes up your content. For the more experienced users this can be
hel pf ul at times but for those not familiar

The Text editor is much like the Visual Editor, only not as intuitive. The numerous formatting
buttons provide you with basic HTML formatting capabilities when editing your Page or Post
content.

%Y & Your WordPressSite P + New ViewPage Howdy, Joe Blogg kX

#% Dashboard Edit page Add New
# Post _— .
5 This is a Page Title Publish
07 Media
F linkc hittp £ p

W Pages

1 Add Media Text { Status: Draft Edit

All Pages

b Nk D-quote i r mg i ol 004
Add New — 0 Tﬂtw
¥ Comments g 'l L ; P s I

> : s el AICK the Jext tab (o switch to the Text editor
- :Lﬁ 0 Editor Toolbar gz ez::‘ The Text editor i "'ul.‘? like the Visual editor,
M Appearance ¢ ¢

the h S only not as intuitive. If you're not familiar i

K Plugins The £ The HTML editor buttons provide ingly alor With HTML tags, it's not recommended
rome you with basic HTML formatting The Earth was

e Users absol Capabilities the word round
meant Page Attributes

/ Tools
NASA 1s not about the ‘Adventure of Human Space Exploration’.We Parent

The buttons work in two ways. Clicking a button without highlighting any text first, will simply
insert the opening HTML tag relevant for that button.afsxample, clicking thBold button

will insert the <strong> HTML tag into your text. Clicking tBeld button again will close the
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tag by inserting the closing </strong> tag. If you highlight some text prior to clicking a button,

both the opening and ding tags will be inserted around that highlighted text. For example,
highlighting the text Boldlbbwt tdon ewitlIbl, ipmsemrt td
text</strong>0.

The following editor buttons are available whilst in the Text editor:

b Bold 7 Bold text

Italic 1 Italicise text

link Link T Used to insert a website link. When the button is clicked a poy
window will appear where you type in the URL that you would like to |
to

Blockquote 1 Used as a way of showing a quote. How this looks will
entirely dependent on the Theme that your site is currently using

b-quot

1+

dal Delete i Used as a way of showing deleted text. How this looks will k
dependent on the Theme but is usually done by showatgit with a
strikethrough

ins Insert 1 Used as a way of showing inserted text. How this looks will |
dependent on the Theme but is usually done by showing the text with
underline

img Image 1 Used to insert an image into the text. When the buttondkeli
2 a popup window will appear where you type in the URL of the image t
you would like inserted

ul Unordered List T Used to insert an unordered (bullet point) list
Ordered List T Used to insert an ordered (numbered) list

i List tem T Used to insert a list item into your ordered orardered list
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code Code i Used for indicating a piece of code

more More T Inserts the More tag into your Page. Most blogs only display
smal | excerpt of a Post and you
more.. .0 |link to continue readi
OMored tag i ntiogpnyoptothe tdg s sonsideredwasthi
excerpt. Most times youdd only
Post, rather than a Page

"u Distraction Free Writing i Clicking this button will enlarge the
editor so that it fills the browser windowli€king the Exit fullscreen link
at the top of the screen will reduce it back to its original size

Close Tags 1 Used to close open tags. If for example, you clicked bo
the Bold and Italic buttons to insert their opening tags, clicking the Clc
tags button will insert both of the matching closing tags, in the correct
order

-
&
v
1]
- +
(48

(4,%]
v

Changing your Post Format

A Post Format is meta information that can be used within a Theme to style or customise the
presentation of a Post. The Post Formats feature provides a standardised list of formats that are
available to all themes that support the feature. There is no requirem&hefoes to support

every format on the list and new formats cannot be introduced by themes or even plugins. If your
Theme supports Post Formats you can choose how each Post looks by sefasingamat

from a list of radio buttons, similartothefoNd Nng s cr een. I f your Then
Formats then thBormatpanel wondt be displ ayed.
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7 “« — & = = = [E .

3 Media iz SR O Baiatora: & B
Paragraph ~ U = A~ g ¢ O * 2 ©
Pages il Published on: Jan 10, 2013 @ 20:15
Tt Welcome to image alignment! The best way to demonstrate the ebb tds
and flow of the various image positioning options is to nestle them M t6 Trs
Appearance snuggly among an ocean of words, Grab a paddie and let's get
Cy plUg'nS started
Format

Users

On the topic of alignment, it s
Tools from the options of None, Left,

also get the options of Thumbn

mat, select
] I Iittons

SUpport Fost

To change the Post For

one of the available rad

THIS IMAGE IS

While the actual post content entry won't change, the theme can use the selected Format to
display the post differently. How content is displayed is entinplto the Theme, but the

following list of available Post Formats provides some general WordPress guidelines as to how
they might be styled.

Aside T Typically styled without a title. Similar to a Facebook note update
Audio T An audio file, such as a Podcast
Chat i A chat transcript

Gallery i1 A gallery of images. Post will likely contain a gallestyortcodeand will have
image attachments

Image i A single image

Link T Alink to another site

Quote i A quotation, most likely contained within a blockquote
Status i A short status update, similar to a Twitter status update

Video T A single video

Reviewing Past Revisions

When youodre editing Yy o tevisioRsdosthat particuld 8apteor, Pagelse
shown in thePublish Panel, if you have any.
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Click theBrowselink next toRevisions:in thePublish panel to browse through the various
revisions for the current Post or Page.

W @& Your WordPressSite P + New View Post Howdy, joe Blogg %

# Dashboard Edit Post add New

o Hello world! S

Al Posts Permalink F r hi
Add New - ot Short

Categories . Y. Status: Putiisher &

Yogs Aot sl | © Visibility: Public Edit

B 1 " —
31 Media - Revisions D) Revisions: 15 Browse
Paragraph ~ U = A

@ Pages Click Browse to re rid restor M Published on: Nov 30, 2013 @ 7:25
CK Drowse 1o review and restore
Commeres Tobe the first to enter thecosr ) your past revisions

unprecedented duel with natu m
Mowve to Trash
more? Curious that we spend n

have succeeded than encouraging people who have not.

Appearance

Use the slider at the top dfd page or click thErevious andNext buttons to navigate through
your various Post or Page revisions.

Content that has been deleted will be shaded red and content that has been added will be shaded
green. If there is content that is shaded darkredand/d ar k gr een, ités hig
content that was removed or added. If the paragraph or line is simply light red and/or light green,
then the whole paragraph or line was affected by the change.

You can also compare two different revisions by chgkiheCompare any two revisions
checkbox at the top of the page.

I f youdd | i ke to r est Restore BhisRevisionbuton.s r evi si o
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#§ Your WordPress Site

#% Dashboard

A Posts

All Posts

Add New

1 Media
Pages

Comments

Appearance

Plugins

Users
Tools

Settings

Revision by joe Blogg
S months ago (21 De

o + New

Compare Revisions of “Hello world!”

©

Return to post editor

Previous

Howdy, Joe Blogg 3

Compare any two revisions

Use the slider, ar the Previous and

Title
Hello world!
Content

To be the first to enter the cosmos, to
engage, single-handed, in an
unprecedented duel with noture-could one
dreom of onything more? Astronomy compels
the soul to look upward, and leads us
from this world to another.

Q) Removed content

e the
The . Its
The red text shows content that was
removed, ge new

w

O man
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Next buttons, to navigate between
revisions

To be the first to enter the cosmos, to
engage, single-handed, in an

unprecedented duel with nature-could one
dream of onything more? Curious that we
spend more time congratulating people who
have succeeded than encouraging people

T Its
The green text shows content that
was added, nge new
ew
no man
Page31

Easy WP Guide V2.7 for WordPress 3éasywpguide.com

Next


http://maddisondesigns.com/
http://easywpguide.com/

Adding Images and Other Media

Adding images and other media files such as videos, documents or RBEgisely easy within

WordPress. All your i mages and files are st
the Media Library, 1t0s a very simple matter
case of files such as Word Documents PDFs, i f necessary, itds

to those files so that people can then download them.

Inserting an Image

Using the WordPress media manager, 1itobos extH
individual images and image gailes.

Add Media
To insert an image into your Page/Post, clickAdd Media button ( i ) and
then simply drag your image(s) from wherever they are on your computer, into the browser
window. Your file(s) will be automatically uploaded.
Alternatively, click theSelectFilesbut t on and then sel ect t he fi
using the dialog window that is displayed.
With WordPress 3.9, I'tds now al so possi bl e t
Editor, rather than clicking th&dd Media button.
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Insert Media Insert Media

Create Gallery Upload Files
Simply drag and drop files fron

Cre dio Play

Create Audio Playlist your computer to anywhere in thi

\ window to upload therm
Create Video Playlist f

Set Featured Image

Insert from URL

Drop files anywhere to upload

Select Files

insert into post

No matter whet heAdd Mediaubatoreor ssmply drdgged andl drapped your

image into the Visual Editor, once your image is uploaded, your Media Library is displayed,

which contains all your previously uploaded images. The image(s) thatwa j ust upl o
be automatically O0selectedd for easy insert:.
with a o6tickd icon in the top right corner ¢

After uploading your image(s), you can then select other previously uploadgdsray holding
down the Ctrl key (Cmd key on Macs) and simply clicking on them. To deselect an image, click
the 6tickd in the top right corner of the i1

At the bottom of the window you will see a count of the number of images currently selected.

Thereare several options within thissert Media window to help make it easier to add images
into your Page or Post.

By default, all previously uploaded images are shown, starting with the most recent uploads. If
youdd | i ke to narrow this | ist down, at t he
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filter your displayed images Al media items , itemsUploaded to this post, or justimages,
Audio files orVideo files. There is also &earchfield that allows you to search for specific
images.

The properties of the currently highlighted image (i.e. The image with the blue border) will be
shown on the righbard side of thdnsert Media window. These properties include the

filename, the date the file was upl oaded an:ct
the image Title, Captiomylt Text and Description for each image, as well as the Alignment, Link
and the Size at which the image is inserted.

Title 7 is displayed as a tooltip when the mouse cursor hovers over the image in the
browser

Caption 17 is displayed underneath the image as atstescription. How this displays will

be dependent on the WordPress theme in use at the time. You can also include basic HTML
in your captions

AltText ii' s di spl ayed when the browser canot
readers forvisuallympai red users so ités important t

the image. To a small degree, it also plays a part in your website Search Engine
Optimisation (SEO). Since search engines

Description T is usually displayed on the attachment page for the media, however this is
entirely up to the theme that is currently in use
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Insert Media Insert Media

Create Gallery Upload Files Media Library

Create Audio Playlist
Al media items l]
ATTACHMENT DETAILS
Create Video Playlist
Serenity. Jpg
Set Featured Image P : ) | R yecomber 22. 2013

Holding down Curl/Cmid and clicking - o l Edit Image
insert from URL will allow you to select multiple - ; Delete Permanently
images. Click the 'tick’ to unselect it

Firefly Class 03 K64

Serenity - A Firefly Class 03
Mid-bulk transport ship

Arefly Class 03 Mid-bulk trai
OOh! Shinyt!

Update the image properties by
filling in the Title, Caption, Alt Text and

Description

“_ - s 7 ATTACHMENT DISPLAY SETTINGS
oo
.

Nignment  Center :J
LinkTa  Media File .}

httpo/fyour-wordpress-site.c

Size Medium-300x225 -~

t image alignment, where it

Select | )
B B o o and the size you'd like to

insert. Click Insert into post t
fse'ec_ted :! the selected image(s)
Edit = Clear — —

For each image, you can select how you would like the image aligned,LestheCenter or
Right aligned, using thé&lignment dropdown list. You can also selédbne for no alignment
which will mean the image will display using the default alignment setting for your Theme.

You can also change what your inserted image(s) will link to usiniittkéTo dropdown list.
Youhavethe hoi ce of | inking to the Atachgeat®Page, at t ac
or you can link to the full size image by selectMgdia File. You can also link to any URL by
selectingCustom URL. When you do this, a new field will appear that allows yoartter in the
custom URL. You can also choose not to link to anything by seleldtng.

When your image(s) are uploaded, WordPress will also create several copies of your file at
various sizes. You can choose wdnkostlhisingthee vy 0 u
Sizedropdown list. To insert the image at the exact size you uploaded, simplyrséletire.

Next to each size listed in this dropdown will be the actual dimensions of the image, in pixels
(e.g. 300 x 225).
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Once youobd v eoursneafes,clickahdnsest Intb pogt button to insert the selected
image(s) into your Post at the current cursor position (when editing a Page, this button will say
Insert into page).

I f youdd | i ke to change Ediiekatache bottam obthinsegto ur i 1
Media window. The window will change so that only the selected images are shown.
Alternatively, clicking theClear link will deselect all images.

After clicking theEdit link at the bottom of thénsert Media window, all the currently selected

images are shown. You can change the order in which the images will appear in your Page or
Post by clicking and dragging each image to reorder them. You can also update the image Title,
Caption,Alt Text and Description for each image.

Insert Media Insert Media

Create Gallery Upload Files  Media Library

Create Audio Playlist

+ Return to library Drag and drop to reorder images ATTACHMENT DETAILS

Serenity. Jpg
Jecomber 22, 2013
1024 x 768

T ” 1 B . Edn Image
o remove an image, hover your &

) i C g Permanently
cursor over it and click the small 'x Delete Permanerly

Title Frefly Class 03 K64

Serenity - A Firefly Class 03
Mid-bulk transport ship

AtText  Firefly Class 03 Mid-bulk tra
Update the image properties by
filling in the Title, Coption, Alt Text and

Description,

OO Shiny!

Click and drag each image to

reorder them

Click Insert into post to insert the

selected image(s) at the current
cursor position

Clicking theReturn to library button will take you back to the previous screen that allows you
to select or deselect your images.
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When youodore editing tpmsenaninagethatpoa gpoadediearlien(asu

Add Medic
opposed to uploading a new image), click Auel Media button again _ S

Once the popup window displays, click tdedia Library link at the top of the pepp wmdow

rather than dragging a new file into tingload window. All your previously uploaded images will
be displayed, with the most recent ones shown first.

Select the image(s) that youdd |ike to insel
Insertintopostbut t on (or i f ehisbudbtonevill sayhsett into gagea AsP a ¢
mentioned earlier, you can alsoclick teéit| i nk at t he bottom of the

change the order the images are inserted.

Edit or Delete an Image

There are various options available &aljusting the layout of inserted images.
After clicking on an image that has already been inserted into your Page or Post, two icons will

appear over the image. Clicking the left icc ) allows you to edit the image properties.

Clicking the right icon n) will delete the image from your content. It will only remove the
image from your Page or Post, it will not delete the image from your Media Library.

When you click on an image in your Page or Post, as well as the edit and delete icons mentioned
above,thé mage al so di splays O6resizing handl eséd.
edge of the image. To resize your image, simply click and drag one of the corner resize handles.

As with any image editing software though, if you try to enlarge al smagje, it will tend to get
qguite pixelated. Itoéos always best to insert
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& Your WordPress Site P 4+ New View Post Howdy, Joe Blogg 3

# Dashboard Edit Post add new

Posts
= Hello world! Publish
All Posts

Permalink Py w C} ¢
review Changes
Add New e i ° Edit or Delete Image )

Status: Published Edit

-

O Add ~
«1 AddMe  Click the Edit Image button to update the image

7 . : g . & Vicibiliey lc Edit
properties. Click the Delete image button to Visibilicy: Public Eit

s Media B 1 delete the image from your Page or Post. It will o Revisions: 16 Browse
i . v s 2IOW3S
paragraph 1Ot delete the image from your Media Library
Pages 1] Published on: Nov 30, 2013 @ 7:25
has gone Edit
Comments
Tl [ Move to Trash m
Appearance
Plugins ‘ -
L Format
Users
s) A Standarc
Tools
Aside
3 Settings Audio
Cha
Gallery
Spacg k of any one man
orew iich mankind is Image
carry Click on lh-,: image to display '.I’n:vfd'.' thuman Link
acd Image and Delete Imoge buttons. The
€vel  resize handles can be seen around o
the edge of the image Status
To go places and do things that have never been done before - that's Video

what living is all about,

After clicking theEdit Image icon m) the following popup window will appear.
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Image Details

DISPLAY SETTINGS
Nagr Left

Center

e Medium - 300 x 200 -l

None -]

ADVANCED OPTIONS & The Edit Original button allows v

to edit "I'—‘;l‘.v;l',:i fed image, The

Replace button allows you to re

the image altogether

Open link in a new window/tab

The Image Details pepp window allows you to edit the varioimage and link properties:

Caption i Displayed underneath the image as a short description. How this displays will
be dependent on the WordPress theme in use at the time. You can also include basic HTML
in your captions

Alternative Text T Displayed whenth br owser canb6t render th
screen readers for visually impaired user
description of the image. To a small degree, it also plays a part in your website Search
Engine Optimisation (SEO. Si nce search engines canot ¢
Text

Align 1 Allows you to select how you would like the image aligned. They can be either

Left, Centered or Right aligned. Setting alignment to None will remove the other alignment
settingsHow this affects your image within your content will depend on the current theme
in use
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SizeiSel ect a specific size from the dropdo
the Width and Height (in pixels) in the input fields that appear

Link To 1 Select where you would like to link your image to from the dropdown list. You
have the choice of linking to the image attachment page by selédtagpment Page, or

you can link to the full size image by selectigdia File. You can also link to any URL

by selectingCustom URL. When you do this, a new field will appear that allows you to
enter in the custom URL. You can also choose not to link to anything by selsotieg

Image Title Attribute i Displayed as a tooltip when the mouse cursor hovers bger t
image in the browser

Image CSS Class 1 By default, WordPress will assign several CSS Classes to your

I mage. |l f, for some reason, therebs other
then you can add them into this input field

Link Rel T Describes the relationship from the current document to the specified link.
More information on the rel HTML attribute can be foundvaikipedia

Link CSS Class 1 If there is a specific CSS Class that needs to be set on the HTML link
then you can add it into this input field

Clicking theEdit Original button allows you to perform some simple manipulation with your

upl oaded i mage. Youourenaga adslwell as scaleramdtcraptitéo diffemrett f |
sizes.
I f youdd | i ke to repl RBeplaceb untet o nmaagned eynau &lell yb,

Media Library where you can select a new image.

Once you have updated the image properties, click)ffgate button to save your changes.

Al ternatively, c | trighkofthehpepupsvindoivto cldsethepepp t he t «
without saving any changes.

Setting a Featured Image

Some themes allow you to specify a Featured Image for your Page andl Peatured Image,

often called a Post/Page Thumbnail, is usually some sort of image that is representative for that
particular Page or Post. How these images are displayed is dependent entirely on the Theme that
is currently in use.

If your Theme allows yo to set a Featured Image, the followkegpatured Image panel will be

di splayed when youodre editing your Page or |
wonot be displayed.
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SPAceTngnes Cannot DE SIoppeda. Nis IS NOT tne WOrk or any one man

or even a group of men, It is a historical process whi
carrying out in accordance with the natural laws of i

development. IF ve

To go places and do things that have never been dort Set featured it
what living is all about.

Featured Image

=

word count Draft saved at 4:13:34 pm. Last edited by joe Blogg on May 20, 2014 at

Setting your featured image is very similar to adding an imageg/mioPage or Post. After

clicking theSet featured image link a popup window will display that looks similar to the one

that displays when you add an image to your Page/Post. You can upload a new image to use as
your Featured Image or you can simply cke@rom one of your previously uploaded images.

By default, youodll be shown a |ist of the pt
new image, click on thelpload Files link at the top of the pepp window. After clicking the

i mage y ousedsybuedtuesd image you can then update the Title, Caption, Alt Text

and Description. To set the image as your Featured Image, cli€etheatured image button.

Your chosen image will then appear in teatured Image panel.
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Insert an Image &lery

WordPress has its own simple buiitimage Gallery that allows you to add multiple images to a
page in one easy step.

Add Media

To insert an image gallery into your Page/Post, clickhitié Media button (

). A pop-up window will display that looks the same the one that displays when you add an
image to your Page/Post. You can upload new images to use in your gallery or you can simply
choose from your previously uploaded images.

By default, youdll be shown a | i Bketowopfoadypo ur
new image, click on thElpload Files link at the top of the pepp window.
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