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WELCOME

Welcome Web Content Editors! We are thrilled and excited that you have decided to
join us to learn how to edit and maintain content on our website! We want to thank you
for your contributions and efforts to the current website and want to educate you on
maintaining the website moving forward. If you have any questions or concerns, please
email webmaster@jsums.edu or call 601-979-4299.



mailto:webmaster@jsums.edu
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BEST PRACTICES FOR WEB WRITING

Quick Tips

Write clear, simple, and effective content
* Content should be written in an easy-to-read,
conversational style
* Always keep your audience, messages, personality
and goals in mind
Put the most important content in the first paragraph
* Readers scan pages, you don’t want them to miss
your main idea
Section Your Content
* Relay one important topic per paragraph
Be Concise
*  Write short paragraphs and remove or modify
unnecessary words
* Sentence structure should be simple and varied




BEST PRACTICES FORWEB WRITING CONT’D

Use active voice instead of passive voice
* Ex. (Recommended) Dr. Dent leads the Department
of Information Technology
* (Not Recommended) The Department of
NS T Information Technology is lead by Dr. Dent
7 \‘ ~ + Choose lists over long paragraphs

.....




BEST PRACTICES FORWEB WRITING CONT’D

Headers allow readers to navigate content. Use the
header to clearly describe the content in each paragraph.

Headers should:
* Be short and direct
* Be able to stand on their own and understood
out of context
* Avoid jargon, abbreviations, cleverness, and
technical terms
* Be search engine friendly



BEST PRACTICES FORWEB WRITING CONT’D

For SEO (Search Engine Optimization) use the same
words and phrases your readers do.VWhen creating page
titles, headers, list items, and links, choose keywords
carefully and use them consistently. This practice
reinforces keywords relevancy for search engines.

Tone

Readers expect a personal, upbeat tone in web writing.
Avoid bureaucratic language, turn the tone down a notch.
Search out and destroy jargon. Use active voice. Always
try to write in first or second person.



BEST PRACTICES FORWEB WRITING CONT’D

Web writing needs to be much shorter than other kinds
of writing. Research shows that people scan web text,
rather than read every word. Make it easy for your users
to scan for information quickly. A paragraph should
consist of 70 words or less

Sub-headlines, Lists, and Scanning

Along with short, easy-to-read blocks of text, you also
should make good use of font size, lists, and sub-
headlines. These elements help guide readers’ eyes
toward the most important content and make it easier to
absorb large content.



BEST PRACTICES FORWEB WRITING CONT’D

Link, link, and link to relevant information.The average
time new visitors spend on any page is around 30
seconds. Take advantage of that short attention span by
providing relevant links to explore.Veb usability experts
discourage the phrase “Click Here” for links. Make your

links contextual. Use part of your sentence or phrase as
the link.

Ex.Visit Google. (YES)

Ex.To find out more information about Google, click
here. (NO)



https://www.google.com/
https://www.google.com/

BEST PRACTICES FORWEB WRITING CONT’D

Keep it simple. Don’t underline or use bold, italics,
headings, and indentations unnecessarily. They may be
difficult to read from the user’s view.

Structure Your Content Like An Inverted
Pyramid On Top-Level Pages

The “Inverted Pyramid” is a writing style where you put
your most important information first. Load the most
important information at the top of the page and top
level of your site.The goal is to capture the interest of
site visitors. Save the more specialized and length pages
for deeper levels of the site.



https://en.wikipedia.org/wiki/Inverted_pyramid

BEST PRACTICES FORWEB WRITING CONT’D

Most users visit a web page for 10-15 seconds. In
that brief time, 80 percent will skim the page for

keywords they already have in mind. It’s important
to understand your audience and anticipate what

content and keywords they’re trying to find.

When a user conducts a search on a search engine,
the database is queried to identify all the pages that
include those words on the page and/or links
pointing to that page. If your page does not include
the words the user was searching for; it is unlikely
that your page will rank well.



BEST PRACTICES FORWEB WRITING CONT’D

Outdated web content will confuse your users and
degrade user trust in your information. Add fresh
content (text, images, video) as often as possible.
Make sure your staff and contact information is up-
to-date and remove past events from your site.

Look Good

Arrange your content to appeal to your audience
and use relevant media to attract the attention of
the user.
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ACCESSIBILITY

Website accessibility means that users with disabilities
have equal access and opportunity to browse all of the
Jsums.edu websites. The Jackson State University VWeb
Policy urges web content editors to adhere to
accessibility standards and best practices.

When managing web content, keep the following in mind:

Provide a text equivalent for non-text
elements (such as images)

Alternative text should concisely describe the content
conveyed by the image. Avoid making alt. text too
verbose.VWhenever possible, the alt text should
communicate the same information as the image.


https://dev-jsu.pantheonsite.io/wp-content/uploads/2022/09/Website-Security-Brand-Consistency-Revised.pdf

ACCESSIBILITY CONT’D

Provide a text equivalent for non-text
elements (such as images) cont’d

Complex graphics (graphs, charts, etc.) should be
accompanied by equivalent text either through alt text or
a description elsewhere on the page. Never use the
image’s filename or any other generic non-descriptive
text as alt text.

Provide equivalent alternatives for any
multimedia presentation

* Provide full-text captions for publicly available video, if
possible

* Captions should include speaker identifications and
“sound effects”/audio cues where appropriate



ACCESSIBILITY CONT’D

Provide equivalent alternatives for any
multimedia presentation cont’d

Provide full-text transcripts for publicly available
audio-only presentations. Transcripts should include
speaker identifications and “sound effects”/audio cues,
where appropriate

Video or audio should not begin playing on page load.
Video should be accompanied by audio description
summarizing contents of video, where possible

For nonpublic video or audio with a known and
controlled audience, captions (or transcripts) are not
required but must be provided within a reasonable
time if a need for accommodation arises.



ACCESSIBILITY CONT’D

Choose colors that color-blind viewers can
distinguish.

Be mindful of image content for color-blind users.
Essential functionality should not depend on color
distinctions. Ensure that you have sufficient contrast
between the color of the text and the color of the
background.

Make your navigation clear and consistent

Choose clear and consistent names for your pages.The
navigation widget will use these page names



ACCESSIBILITY CONT’D

Allow moving elements to be paused or
stopped.

This gives users with vision impairment and cognitive
disabilities a change to see this moving content. Be
mindful, especially, if important text is changing or moving
in some way (marquee)

Avoid blinking or flashing effects

Certain effects can trigger a seizure. Make these effects
optional or avoid them altogether



ACCESSIBILITY CONT’D

Use tables appropriately

Tables on websites should be used to present tabular
data only, and not to control the layout of your page.

If you need to present tabular data, it’s important for
tables to be appropriately formatted in the HTML so that
users can successfully navigate and derive meaning from
the tables on your website.



ACCESSIBILITY CONT’D

Post accessible files

When you are posting a link to a document on your
jsums.edu site, make sure the files are accessible before
you upload them to the Media Library.

Accessible Microsoft Office Documents

* Microsoft's Rules for the Accessibility Checker

e Microsoft's Make your Word documents accessible to
people with disabilities

* Microsoft's Make your PowerPoint presentations
accessible to people with disabilities

* Microsoft's Make our Excel documents accessible to
people with disabilities

Accessible Adobe PDFs

» Adobe's instructions on creating and verifying PDF
accessibility



https://support.office.com/en-us/article/Rules-for-the-Accessibility-Checker-651e08f2-0fc3-4e10-aaca-74b4a67101c1
https://support.office.com/en-us/article/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25#picktab=windows
https://support.office.com/en-us/article/make-your-excel-documents-accessible-to-people-with-disabilities-6cc05fc5-1314-48b5-8eb3-683e49b3e593
https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html
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COPYRIGHT

Assume It’s Protected

As a general rule, it is wise to operate under the
assumption that all works are protected by either
copyright or trademark law UNLESS stated otherwise. A
work is not in the public domain simply because it is
posted on the Internet.

Read Click-Wrap Agreements

Do not assume that clip art, shareware, freeware, or
materials labeled “royalty-free” or copyright-free” can be
distributed or copied without authorization. Read the
terms and conditions in any “Click to Accept”
agreements (click-wrap agreements) or “Read Me” files
accompanying such materials to be certain that your
intended use is permitted.




COPYRIGHT

Remove Unauthorized Material

If someone complains or reaches out to you about
unauthorized use on your website, remove the material
immediately. You should remove the material for the
period during which you investigate the claim and notify
your superior and webmaster.

Investigate Claims Promptly

Investigate the claim quickly and seek evidence of
copyright ownership and validity from the reporting
party. The webmaster can verify the facts through
copyright research.



COPYRIGHT

When In Doubt, Seek Permission

Copyright protection extends to any original work
regardless of who created it, and permission is required
for reproduction, display, or distribution of the work.
One of the main reasons for acquiring permission is to
avoid a lawsuit. If you are ever in doubt, seek written
permission:

| am the owner or right to [title of work]

and authorize its display and reproduction on ___ [name
of website] located at _ [website

URL] for a period of [period of

time] :
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CREATING, EDITING,AND MAINTAINING CONTENT




WORDPRESS 101

Login

@ Before you can make any changes to your site, you will

need to log in.The login for your site is typically found at
the following URL - http://your-wordpress- site.com/wp-
admin. Replace your-wordpress-site.com with your actual
domain name (https://www.jsums.edu/wp-admin).

OR

Username or Email Address

You can login to your Dashboard by clicking on the

Fessword “Login with JSUADFS” button.
= You will be redirected to our organizational login page.
Remember Me Log In Enter your NETID credentials and you will gain access to

your Dashboard.
If you’ve lost your password, or just can’t remember it,
reset your NETID password in your JSU PAWS account.

Lost your password?

— Go to Jackson State University


http://www.jsums.edu/wp-admin/
https://www.jsums.edu/wp-admin

WORDPRESS 101

Dashboard

Once you've logged in, the WordPress Dashboard appears.This is your main administration 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 name is Your WordPress Site.

This is also hyperlinked to 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 reveal the Log Out link as well as a link to edit your Profile.



WORDPRESS 101

Dashboard

)] Howdy, Joe Blogg | .}

Screen Options ¥ Help ¥

O Current User

This is the name of your site We've combined the admin bar and the old raft
It's also linked to your hompage. Dashboard header into one persistent toolbar. This is the name of the person

_ Hover over the toolbar items to see what's new, who is currently logged in.
Your site -
) are still s Dismiss
performa
Good o
Take a look at the 4
Q Admin Feature Pointer
screen,
Comments = = : T
This is a New Feature Pointer. It highlights
new WordPress features. Here, it's pointing
Appearance At a Glance to the WordPress Toolbar.
Plugins
A 44 Posts [N 37 Pages
Users ® 32 Comments Your Recent Drafts View all drafts
Tools Spaceflight September 7, 2014
WordPress 6.0 running Twenty Twenty One Child theme. The sky is the limit only for those who aren't...
Settings A Classic Editor Gallery September 12, 2021
Collapse menu Activity A F ok Space, the final frontier. These are the voyages of the...

A Classic Editor page September 12, 2021

Publishing Soon To be the first to enter the cosmos, to engage,...



WORDPRESS 101

Dashboard Menu Options

Down the left-hand side of the Dashboard and on every page you will see your main navigation menu.

This is where yoU'll find all the options to update and configure your site.

Hovering your cursor over each of the main menu options will display a ‘fly-out’ menu with the 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).



WORDPRESS 101

Howdy, Joe Blogg |}

W) @A Your WordPress Site B8 4 New

Screen Options ¥

@ Dashboard Dashboard

Home
Site Health Status VoA Quick Draft AV A

Updates
- Title
Your site's health is looking good, but there
MPost A Acte 3 )
D h b d | All Posts are still some things you can do to improve its
aS Oal" : Add New performance and security.
Media & S Content

(] "
Menu optlons Pages ; ; Take a look at the 4 items on the Site Health What's on your mind?

screen. ’

Comments

Appearance

A\ v A

Your Recent Drafts View all drafts

Plugins

#» 4 Hovering your cursor over each of
UVsers the main menu options will display
® 3 a“fly-out” menu

Tools Spaceflight September 7, 2014
Wordriess viw rutnimiy 1weriy 1wenty wie vt e, The sky is the limit only for those who aren't...

Settings

A Classic Editor Gallery September 12, 2021

Collapse menu Activity A N A Space, the final frontier. These are the voyages of the...



WORDPRESS 101

Dashboard
Menu Options

Dashboard
This will display your main Dashboard ‘homepage’. In the top left of your Dashboard you’ll see some
brief stats on the number of Posts, Pages and Comments.

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

Media
This is where 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.

Comments
You can manage all your Comments within this section, including replying to comments or marking them
as spam.



WORDPRESS 101

Dashboard
Menu Options

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 and expand 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 manage their Roles.

Tools

This section gives you access to various convenient tools such as options to import and export data
to/from your WordPress site.You can also run a Site Health check, which shows critical information
about your WordPress configuration and any items that may require your attention.

Settings

This is where most of your site is configured. Among other things, it allows you to 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. (Plugins can be listed under Settings depending on configuration.)



WORDPRESS 101

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
only appears if you are currently logged into
your WordPress site, which means that it

won'’t be visible to your everyday site visitors.

If you are not logged in, the Toolbar won’t be
displayed.

) @& Your WordPress Site ¢ Customize B + New  EditPage

The Toolbar only appears if you are
currently logged into your
WordPress site

P SITE 00

Howdy, Joe Blogg |}

YOUR WORDPRESS SITE

Just another WordPress site

Home About The Tests +

Blog




WORDPRESS 101

&) @ Your WordPress Site ¢ Customize B 4 New ¢ EditPage Howdy, Joe Blogg |} | Q

Toolbar

The Toolbar only appears if you are

The Toolbar allows you to quickly access the currentlylogged nto your

following commonly used features.

* Visit the WordPress.org website, Codex
or Support forums

P SITE 00

* Display your site Dashboard and other OLRINOREPRESS SITE Home AboutThe Tests + Blog

Just another WordPress site

commonly used menu options that allow
you to update your site Themes,Widgets
and Menus

* Visit the Customizer to update various
site settings and depending on your
theme, update your Background and
Header images

* View or Edit your blog comments




WORDPRESS 101

&) @ Your WordPress Site ¢ Customize B + New ¢ Edit Page Howdy, Joe Blogg |}
Toolbar
The Toolbar only appears if you are
The Toolbar allows you to quickly access the currentlylogged nto your

P SITE 00

following commonly used features.
* Add a new Post, Media, Page or User
* Edit the current page

e Perform a site Search YOUR WORDPRESS SITE Home AboutTheTests + Blog

Just another WordPress site

* View or Edit your Profile and logout from
the WordPress Dashboard
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WORDPRESS 101

Posts versus Pages

WordPress is built around two basic concepts. Posts and Pages. Posts are typically blog entries. A series of articles, listed
(usually) reverse-chronologically. Pages are used for more dynamic content.An ‘About us’ page is an example of a Page on

a typical website.



WORDPRESS 101

Y @ Your WordPress Site B 4 New View Posts Howdy, Joe Blogg | !

een Op - telp ¥
Posts & Dashboard Posts | Add New
A Posts All (45) | Mine (42) | Published (43) | Sticky (1) | Scheduled (1) | Draft (1) Search Posts
AB Poste Bulk Actions v [ =i ies v Allformats v || Filter | 45 items 1 |of3 ==
I . : Q- B3
After clicking on the Posts menu option you'll e e -
H 4 Cat i Advises total number of Posts, how
be Shown a Ilst Of Posts that your SIte Gt Scheduled - many are Mine, Published, Sticky, Unpublished content - Scheduled
Tags Scheduled, in Draft or in the Trash 2020/01/01
contaInS'Among the Informa'tlon dlspla’yed Is 1 Media Spaceflight Joe Blogg Uncategorized chattels - Published
M . ] Pages Edit Quick Edit Trash View 2014/09/07
the Post title, the Author, Categories, Tags,
¥ Comments LEGO Timelaps o Posts Uncategorized - = Published
2014/05/20

Appearance

No. of Comments and either the Date
. Ellie Goulding - H()Vf‘l ing the cursor ‘(J‘-.'(*l each row Uncategorized _ . Published
PUbIIShed, Date Scheduled OI’ the Date the ; Plugins will show you various options you 2014/05/20

can perform

Post was Last Modified. The Posts screen will e Helle werd! ol AEESYRES SO @ o e

Tools
. o
look similar to the screen below Setiings oraft —Draft JooBlogy  Unpublished =
.
Modified
s | 2013/04/09
Q) rosts
Joe Blogg championship e Published
2013/04/09
Perform actions on mulitple Posts at once
by selecting the appropriate checkboxes & »
then choosing an action from the Bulk Joe Biogg Markup content, css, formatting, — Published
Actions dropdown & clicking Apply htmi, markup 2013/01/1
Markup: Image Alignment Joe Blogg Markup alignment, captions, Published
content, css, image, 2013/01/10

markup



WORDPRESS 101

Posts

At the top of the page you can view how many Posts in total
you have in your site, how many have been published by
yourself or Published, Scheduled, Sticky, Pending, in Draft or in
the Trash.

When hovering your cursor over each row, a few links will
appear beneath the Post title.

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

Quick Edit — Allows you to edit basic Post information such
as Title, Slug, Date plus a few other options

Trash —Will send the Post to the Trash. Once the Trash is
emptied, the page is deleted

View — Displays the Post. If the Post hasn’t been published
yet, this will say

Preview

) @& Your WordPress Site B 4 New View Posts

& Dashboard Posts | Add New

) Posts All (45) | Mine (42) | Published (43) | Sticky (1) | Scheduled (1) | Draft (1)
Bulk Actions v ,
All Posts o Posts
Add New Title
Categories Advises total number of Posts, how
Scheduled- many are Mine, Published, Sticky,
Jogs Scheduled, in Draft or in the Trash
0 '
+] Media Spaceflight Joe Blogg
L] Pages Edit Quick Edit Trash View
mmen LEGO Timelaps
¥ Comments p o Posts
»
G OPReaaCY Ellie Goulding - Hovering the cursor over each row
£ Plugins will show you various options you
can perform
0
@ Users Hello world!
4 Tools
[ Settings Draft — Draft Joe Blogg
© Collapse menu |
Qs
| Joe Blogg
Perform actions on mulitple Posts at once
by selecting the appropriate checkboxes & _
then choosing an action from the Bulk Joe Blogg
Actions dropdown & clicking Apply
Markup: Image Alignment Joe Blogg

es

v Allformats v || Filter | 45 items

Categories Tags
Unpublished content
Uncategorized chattels

Uncategorized -

Uncategorized -

antiquarianism, Blogroll

tagl, tag2, tag3

Unpublished content

championship

Markup content, css, formatting, -

html, markup

Markup alignment, captions,
content, css, image,
markup

Howdy, Joe Blogg | !

Search Posts

1 |of3[>|[»

Date

Scheduled
2020/01/01

Published
2014/09/07

Published
2014/05/20

Published
2014/05/20

Published
2013/11/30

Last
Modified
2013/04/09

Published
2013/04/09

Published
2013/01M

Published
2013/01/10



WORDPRESS 101

Posts

) @A Your WordPress Site B

@ Dashboard

4 New View Posts

Howdy, Joe Blogg | !

Posts | Add New

Search Posts

Next to each Post title is a checkbox. This allows ::m o & e FT T ]G
you to perform an action on multiple items at once. - ,,t — Categories Tags
You simply check the Posts that you would like to S Ceehed i SraftorintiaTra 2ozorouos
affect and then from the Bulk Actions dropdown Z’ o - .
select either the Edit option or the Move to Trash # Conmens B O o o = i
option and then click the Apply button.The Edit 2 Appearance Gl g HOVEng e ursorovr eah1oN g .
option will allow you to edit the Categories, Tags, = — canperorm
Author, whether to allow Comments and Pings or 4 Tods
not, the Status and whether or not the Posts are =, e
‘Sticky’. The Move to Trash option will move the O mesves
selected items to the Trash.
You can also filter the pages that are displayed using et T T | | A
s s el Gl e o T R

the dropdown lists and the
Filter button.

markup
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W) @A Your WordPress Site B 4+ New Howdy, Joe Blogg | *

Pages @ Dashboard Pages Add New‘ it si ',, —
A Posts Al (28) | Mine (27) | Published (25) | Drafts (3) ESaach Fages
After clicking on the Pages menu option you'll s = S T

Advises total number of Pages &

be Shown a IiSt Of Pages that your Site Al Pages how many are Mine, Published or in Joe Blogg — Published

Add New Draft 2018/12/01
contains.Among the information displayed is ey P meecm——
the Page title, the Author, No. of Comments e E— —

and either the Date Published or the Date kithore
the Page was Last Modified. The Pages screen iy " ook — o8

Edit Quick Edit Trash View 2018/0818
. . . 3 Gutenberg Blo o Joe Blogg = Published
will look similar to screen below. T

Hovering the cursor over each row

Privacy Policy - : - ; Joe Blogg — Published
will show you various options you 2018/07/14
can perform
Sample Blocks Joe Blogg - Published
- 2018/12/01
Pages
° Joe Blogg —_ Published
2013/11/30
Perform actions on mulitple Pages at once
by selecting the appropriate l_he(,k,h().xes & Joe Blogg — Last
then choosing an action from the Bulk Modified
Actions dropdown & clicking Apply 2019/10/03

Some Title — Draft Joe Blogg . Last



WORDPRESS 101

Pages

At the top of the page you can view how many Pages in total you
have in your site, how many have been published by yourself or how
many are Published or in Draft.

When hovering your cursor over each row, a few links will appear
beneath the Page title.

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

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

Trash —Will send the Page to the Trash. Once the Trash is emptied,
the page is deleted

View — Displays the Page. If the Page hasn’t been published yet, this
will say

Preview

() A YourWordPressSite B 0 4 New

& Dashboard Pages | Add New |

A Posts All (28) | Mine (27) | Published (25) | Drafts (3)

Bulk . ‘ i Filter
@ rees

Advises total number of Pages &
All Pages how many are Mine, Published or in
Add New Draft

07 Media

W Pages

¥ Comments Blog — Posts Page

»
Appearance ;
gare Contributors

¥ Plugins

@ Users Gutenberg

4 Tools Edit Quick Edit Trash View

Settings Gutenberg Blo o ”“

Privacy Policy: " ; ;
will show you various options you
Can per f(}l m

Sample Blocks

Perform actions on mulitple Pages at once
by selecting the appropriate checkboxes &
then choosing an action from the Bulk
Actions dropdown & clicking Apply

Some Title — Draft

Hovering the cursor over each row

28 items

Author

Joe Blogg

Joe Blogg

Luke Skywalker

Joe Blogg

Joe Blogg

Joe Blogg

Joe Blogg

Joe Blogg

Joe Blogg

Joe Blogg

|

Howdy, Joe Blogg | !

Help ¥

Search Pages

1 |of2|>

Date

Published
2018/12/01

Published
2011/05/20

Published
20131215

Published
2018/08/18

Published
2018/10/29

Published
2018/07/14

Published
2018/12/01

Published
2013/11/30

Last
Modified
2019/10/03

Last
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Pages

) A Your WordPress Site B + New Howdy, Joe Blogg | !

reen Options ¥ Help ¥

€ Dassbo Pages | Addnew |
Next to each Page title is a checkbox.This allows you to perform an :Postf el s — lsum
action on multiple items at once.You simply check the Pages that ,]::;, D T
you would like to affect and then from the Bulk Actions dropdown B8 vy et e - e
select either the Edit option or the Move to Trash option and then e R P
click the Apply button.The Edit option will allow you to edit the » e - o

Author, Parent, Template, whether to allow Comments or not and  E&&

@ Users Gutenberg Joe Blogg — Published

the Status of each of the checked items.The Move to Trash option P ot QuckEdt. Tosh Vo

will move the selected items to the Trash. sou cg i R )

o Collapse menu

H H H ; oy, H y h row bl
You can also filter the pages that are displayed using the dropdown g Ry e iy - EE
. can perform i
Ilst a.nd the Sample Blocks Joe Blogg - Published
) [ 2018/12/01
Filter button. Q rses |
| Joe Blogg - Published
2013/11/30
Perform actions on mulitple Pages at once
by selecting the appropriate checkboxes & Joe Blogg - Last
then choosing an action from the Bulk Modified
Actions dropdown & clicking Apply 2019/10/03

Some Title — Draft Joe Blogg - Last
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WORDPRESS 101

Adding Your Site Content

Adding content to your site is an easy process no matter whether you’re creating a Post or a Page.The procedure for
both is almost identical. Apart from how they display on your site, which was described earlier, the other main
difference is that Posts allow you to associate Categories and Tags whereas Pages don’t. What’s the difference between
categories and tags? Normally, Tags are ad-hoc keywords that identify important information in your Post (names,
subjects, etc.) that may or may not recur in other Posts, while Categories are pre-determined 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.




WORDPRESS 101

The Classic Editor, also known as the Visual Editor or TinyMCE Editor, is the
default editing experience that came with WordPress prior to version 5.0.
Although it's simple in its nature, it has powerful word processing capabilities.
Much like a regular word processor, it has toolbar buttons that allow you to Bold

(B I

( — o ) or even change the colour of your text. You can even use most of the

Paragraph

) or Italicize ( ) text, add Headings ( M ) or bullet points

basic keyboard shortcuts used in other text editors.

Classic Editor On top of word processing functionality it's easy to embed content such as Twitter
Tweets, YouTube and Vimeo videos, and dozens of other types of content. It's also
extremely easy to add images and other media into your content, it allows you to
easily strip formatting when pasting text into your content with the Paste as text
button ( kel ), and you can also insert special characters like 4, 2, %, ©, €, ™ etc,,
with the Special character button ( 9 )-

The Classic Editor it is perfect for when you have text heavy content and just need
a simple editing interface.
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) @ Your WordPress Site ®8 0 4 New Howdy, Joe Blogg | !

& Screen Options ¥ Help ¥
° . . ® Dashboard Add New page
Classic Editor — Adding A
A Posts Add title Publish v
New Page % weds ,
Save Draft Preview
|N Pages
All Pages ! o'] Add Medis Visual Text T Status: Draft Edit
- = p = ‘v:i & Visibility: Public Edit
= = (4 -— =

To add a new Page, hover your = TR L s S
cursor over the Pages menu '

¥ Comments e — Al O Q ¢
option in the left-hand navigation

%- Plugins

11l Publish immediately Edit

i
Il
® i

Your Page can be styled using the various
1 h fl t = Users menu bar buttons. These buttons are also used
- m oF ttons. These buttons are also used
enu and In t € y u enu’ to add links, upload & insert images, media files Once your content is added, you
~ = i > y it
4~ Tools & other documents. Using the Visual & Text can publish your Page or save it as a

CliCk the Add New Iink. [ Settings tabs, you can switch between the Visual editor draft ot

or the HTML editor.

Alternatively, click the Pages i (i
menu option and then click the
Add New link underneath, or the
Add New button at the top of the Bl

Se——— e

page.You will be presented with a
page similar to the image below.

Set featured image
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Add New Post

Add title Publish

Classic Editor — Adding A New Post

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

ccccc

rrrrrr

bbbbbb

Add

Featured Image
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Your WordPress Site 8 + New

Howdy, Joe Blogg |2

o Add New Post
° ° ° o
t t t Posts : %
assl‘ I Or — In on en Add title Publish -
All Posts
Save Draft Preview
Add New
: H H o A ¥ Status: Draft Edit
i e Visual Editor e
Tags ®> Visibility: Public Edit
Paragraph v B I i [13 = P = =
fith] Publish i tely Edi
7 Media - AL O e ~— P ublish immediately Edit
% Comments o i X
° Publish Panel
ADDearence Your Post can be styled using the various menu -
bar buttons. These buttons are also used to
Plugins add links, upload & insert images, media files & Once your content is added, you
other documents. Using the Visual & Text tabs, can publish your Post or save it as a
Users you can switch between the Visual editor or the draft
HTML editor.
Tools =
Settings Gallery
Image
Link
@ cditor —_
Word count: 0 Status
This is the Editor where your Post
content is added Video
Categories a

All Categories  Most Used

aciform

sub
antiquarianism
arrangement
asmodeus
8logroll
broder
buying

+ Add New Category

Tags -

gs with commas

Choose from the most used tags

Featured Image A

Set feat

red image
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Classic Editor — Adding Content
With The Visual Editor

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

fivwm

formatting buttons. Clicking the Toolbar Toggle button ( = ) will show or hide a

second line of formatting buttons which gives you extra functionality. The editor
buttons perform the following functions:

03 Add Media | Add Media - Used to upload and insert media such as images,
audio, video or documents

Paragraph ¥ Gtyle - Used to format the Page text based on the styles used by

the current Theme

B Bold - Bold text

T Italic - Italicise text

= Bulleted List - Create an unordered (bullet point) list

= Numbered List - Create an Ordered (numbered) list
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Classic Editor — Adding Content
With The Visual Editor

Lo
™

%

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

currently using

Align Left - Align text to the left
Align Center - Align text in the center of the page

Align Right - Align text to the right

Insert/edit link - Used to create an html link
to another page or website. If no text is
selected first, the URL that you enter will also
be used for the link text
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Classic Editor — Adding Content
With The Visual Editor

o

Insert Read More tag - Inserts the More tag into your Page.
Most blogs only display a small excerpt of a Post and you’re
required to click the Post title or a ‘Read more...’ link to
continue reading the rest of the article. When you insert a
‘More’ tag into your Post, everything prior to the tag is
considered as this excerpt. Most times you’d only use this
button when you’re creating a blog Post, rather than a Page

Toolbar Toggle - Used to show or hide the second row of
formatting buttons on the editor toolbar

Distraction Free Writing - Clicking this button will enlarge
the editor so that it fills the browser window. Clicking the Exit
fullscreen link at the top of the screen will reduce it back to its

original size

Strikethrough - Add a strikethrough to your text
Horizontal Line - Inserts a horizontal line into your page

Text color - Use to change the color of text
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Classic Editor — Adding Content T Paste as text - Copying and pasting text from other sites or

. . . ord processors sometimes leaves the text formatted
With The Visual Editor v
t e Visual Edito differently to what you were expecting. The reason for this is

that quite often the html tags or codes that formatted the
original text are pasted along with the text itself. To avoid this,
Paste as Text will strip all these formatting and html tags. The
Paste as Text option acts like a toggle, staying on until you turn
it off by clicking the button again or until you save your page
content

Clear formatting - Use this to remove all the formatting (e.g.
Bold, Underline, text color etc..) from the highlighted text

O BN

Special character - Used to insert special characters not easily
accessible via the keyboard (e.g. ¥4, V2, %, ©, €, 6 etc..)

(E I
"

Decrease indent - Removes one level of indenting

dill
I...I

Increase indent - Indents text by one level
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Classic Editor — Adding Content
With The Visual Editor

Undo - Undo your last action

Redo - Redo your last action

(7] Keyboard shortcuts - Displays information about the
WordPress Visual Editor along with keyboard shortcuts

visual  Text  Visual/Text — Switches 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
helpful at times but for those not familiar
with HTML tags, it’s not recommended
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Classic Editor — Adding Images and
Other Media

Adding images and other media files such as videos, documents or
PDFs is extremely easy within WordPress. All your images and files
are stored in the Media Library. Once they’re uploaded into the
Media Library, it’s a very simple matter to insert them into your Page
or Post content. In the case of files such as Word Documents or
PDFs, if necessary, it’s a simple process to create links to those files
so that people can then download them.
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Actions

Add media

Create gallery
Create audio playlist
Create video playlist

Featured image

Insert from URL

Add media

Upload files Media Library

Simply drag and drop files from
your computer to anywhere in this
window to upload them

Drop files to upload

or

[ Select Files

Maximum uploa) Q Insert Media

Click Select Files if you wish to open a
dialog box to manually select the
files to upload.

Classic Editor - Inserting An Image

Using the WordPress media manager, it's extremely simple to insert, align and link
your individual images and image galleries.

To insert an image into your Page/Post, click the Add Media button

Q3 Add Media _ _
(! ) 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.
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Classic Editor — Inserting An Image

Actions

Add media

Create gallery
Create audio playlist
Create video playlist

Featured image

Insert from URL

Add media

Upload files  Media Library
Simply drag and drop files from
your computer to anywhere in this
window to upload them

Drop files to upload

\ Select Files ‘

Click Select Files if you wish to open a
dialog box to manually select the
files to upload.

Alternatively, click the Select Files button and then select the file(s)
that you'd like to upload, using the dialog window that is displayed.
It’s also possible to simply drag your image straight into the Visual
Editor, rather than clicking the Add Media button.

No matter whether you've clicked the Add Media button or simply
dragged and dropped 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) that you’ve just
uploaded will be automatically ‘selected’ for easy insertion into
your Page or Post. Selected images are shown with a ‘tick’ icon in
the top right corner of the image.

After uploading your image(s), you can then select other previously
uploaded images by holding down the Ctrl key (Cmd key on Macs)
and simply clicking on them.To deselect an image, click the ‘tick’ in
the top right corner of the image.
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Classic Editor — Inserting An Image

The properties of the currently highlighted image (i.e. The image with the blue border) will be shown on the right-hand
side of the Insert Media window.These properties include the filename, the date the file was uploaded and the image size.
It’s at this point you can also change the image Title, Caption, Alt Text and Description for each image, as well as the
Alignment, Link and the Size at which the image is inserted.

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

Caption — is 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

Alt Text — is displayed when the browser can’t render the image. It’s also used by screen readers for visually impaired
users so it’'s important to fill out this field with a description of the image.To a small degree, it also plays a part in your
website Search Engine Optimisation (SEO). Since search engines can’t ‘read’ images they rely on the Alt Text
Description — 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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Classic Editor — Inserting An Image
For each image, you can select how you would like the

image aligned, either Left, Center or Right aligned, using the
p— Alignment dropdown list.You can also select None for no
alignment which will mean the image will display using the
default alignment setting for your Theme.

. G i NASA-Curiosity.jpg
All mediaitems v | | All dates
Create audio playlist December 24, 2013

80 KB

Create video playlist
670 by 450 pixels

Featured image Edit Image

e [ When your image(s) are uploaded,WordPress will also
Ikaninaiones create several copies of your file at various sizes.You can
v choose which one youd like to insert into your Page or
Bl | poeremmeponenesy Post using the Size dropdown list. To insert the image at the
Crorrm | | wompmimns | | "5 exact size you uploaded, simply select Full Size. Next to each
size listed in this dropdown will be the actual dimensions of
oo (Bl wtione the image, in pixels (e.g. 300 x 225).

N =

S

Insert from URL

Copy URL to clipboard |

There are also options to Select

& - Tap

- e N A
2items selected A image alignment, where it links to m
Edit Selection  Clear

and the size to insert. Click Insert into
post to insert the selected image(s).
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Classic Editor — Edit Or Delete
An Image

There are various options available for adjusting the layout of inserted images.

After clicking on an image that has already been inserted into your Page or Post, a
small toolbar will appear over the image. By selecting one of the alignment

m-: ‘s m
buttons (™ ™ T ) you can change the alignment of the inserted image.

Clicking the Edit button ( 4 ) allows you to edit the image properties. Clicking the

Remove button ( » ) will remove 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 alignment, edit
and delete icons mentioned above, the image also displays ‘resizing handles’.
These are the small squares you see around the 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 a small image, it will tend to get quite pixelated. It’s
always best to insert a large image and then resize down.
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Classic Editor — Edit Or Delete
An Image

@ Dashboard

A Posts

All Posts
Add New
Categories
Tags

9: Media
M Pages

Comments

Appearance
Plugins
Users

Tools

Settings

Collapse menu

@ Your WordPress Site §8 0 <= New View Post

8 Add Media |

Paragraph v B I = = €6
w — Av@E O QE T
To be the first to enter the cos
unprecedented duel with natu
Curious that we spend more ti

succeeded than encouraging pi

Visual

Click one of the Alignment icons to change the
alignment of the inserted image. Click the Edit
icon to update the image properties. Click the
Delete icon to delete the image from your Page
or Post. It will not delete the image from your
Media Library.

[E]l= = 2 x

image.

Click on the image to display the
image toolbar. Resize handles will
also be seen around the edge of the

]

Howdy, Joe Blogg |~

@ Visibility: Public Edit

£\ Revisions: 41 Browse

[iil Published on: Nov 30, 2013 at 07:25
Edit

Move to Trash

Format -

e A standard

Aside
Audio
Chat
Gallery
Image
Link
Quote
Status

Video

Categories B
All Categories Most Used

v/| antiquarianism
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Image Details

Alternative Text | NASA-Curiosity

Describe the purpose of the image. Leave empty if the
image is purely decorative.

Caption

DISPLAY SETTINGS

- T Edit the display settings and the
] . . Align| Left | Center | Right | None | image and link properties.
Classic Editor — Edit Or Delete ) “

An Image = ——

Link To | Media File

‘ Edit Original Replace

URL | http://your-wordpress-site.com/wp-content/uploads/20

@ Image Details

ADVANCED OPTIONS a

The Edit Original button allows you
Image Title Attribute to edit the uploaded image. The
Replace button allows you to replace
Image CSS Class the image altogether.

Open link in a new tab
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Classic Editor — Edit Or Delete
An Image

The Image Details pop-up window allows you to edit the various image and link properties:

Caption — 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 — Displayed when the browser can’t render the image. It’s also used by screen readers for
visually impaired users so it’s important to fill out this field with a description of the image.To a small degree, it
also plays a part in your website Search Engine Optimisation (SEO). Since search engines can’t ‘read’ images they
rely on the Alt Text

Align — Allows you to select how you would like the image alighed. They can be either Left, Centered or Right
aligned. Setting alignment to None will remove the other alignment settings. How this affects your image within
your content will depend on the current theme in use
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Classic Editor — Edit Or Delete
An Image

Size — Select a specific size from the dropdown list or select ‘Custom Size’ and then enter the Width and Height
(in pixels) in the input fields that appear

Link To — 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 selecting Attachment Page, or you can link to the full size image by
selecting Media File.You can also link to any URL by selecting Custom 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 selecting None
Image Title Attribute — Displayed as a tooltip when the mouse cursor hovers over the image in the browser
Image CSS Class — By default,WordPress will assign several CSS Classes to your image. If, for some reason,
there’s other CSS Classes that you'd like to assign to your image then you can add them into this input field

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

Link CSS Class — 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
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Classic Editor — Edit Or Delete
An Image

Clicking the Edit Original button allows you to perform some simple manipulation with your uploaded image.
You're able to rotate and flip your image as well as scale and crop it to different sizes.

If you'd like to replace the image entirely, click the Replace button and you’ll be shown your Media Library where
you can select a new image.

Once you have updated the image properties, click the Update button to save your changes.Alternatively, click
the small ‘X’ in the top-right of the pop-up window to close the pop-up without saving any changes.



WORDPRESS 101

Classic Editor — Setting A Featured Image

Some themes allow you to specify a Featured Image for your Page and Post. A Featured 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 you to set a Featured Image, the following Featured Image panel will be displayed when you’re
editing your Page or Post. If Featured Images can’t be set then this panel won’t be displayed.

es Users | Add ‘
4/ Tools th commas
Settings If your Theme allows Featured O tag3
© Collapse menu Images you can set it by clicking the
i Set featured image link. _most used tags
Space, the final frontier. These are the voyages of the Sta...... oo paeee.

Its five-year mission: to explore strange new worlds, to seek out new life Featured ¥mege :

and new civilizations, to boldly go where no man has gone before. We aet featured image
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Classic Editor — Setting A
Featured Image

Setting your featured image is very
similar to adding an image into your
Page or Post.After clicking the Set
featured image link a pop-up 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
choose from one of your previously
uploaded images.

Featured Image

Upload Files Media Library

Filter Media

Images

v

All dates

Search
ATTACHMENT DETAILS

SpaceX-Dragon.jpg
September 6, 2015
86 KB

1050 by 500 pixels

Edit Image
Delete Permanently

Alt Text

Describe the purpose of the
Update the image properties by image. Leave empty if the
fiIIing in the Til/e, C(l/)ll()l?, Alt Text and mage is purely decorative

Description.
Title | SpaceX Dragon capsule

Caption

Nl c Set Featured Image

Click the Set featured image button to ¢
set the Featured Image.

Set featured image




WORDPRESS 101

Classic Editor - Inserting
Video,Audio or Other File
Type

The procedure for inserting any other type of file into your Page/Post is exactly the

Q4 Add Media )

same as Inserting an Image. Simply click the Add Media button (!
Once the relevant pop-up window displays, perform the same steps to upload your
file to your site and to insert it into your Page or Post.

When inserting video or audio files, you can select Embed
Media Player from the Embed or Link dropdown list in the
Insert Media pop-up window to use the audio and video
players that are now built into WordPress. Supported
audio/video formats include M4a, MP4, OGG, WebM, FLV,
MP3, and WAV files.
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Classic Editor - Inserting Video, Add media
Audio or Other FiIeType Add media Upload files Media Library

Create gallery Filter media Search

Create audio playlist All media items v All dates Delete permanently

It’s recommended that you make your

TN Title | Anything Could Happen
filename ‘server friendly’. Make sure the P -
filename has no spaces, apostrophes, slashes = Logostarvarsx- P prm————"

LegoTIEFighter.mp4d Wing.mp4 05-Halcyon.mp3 04-Only-You.mp3

or other non- alphanumeric characters (such TE
as $, % and &). Rename the file before
uploading if it does.To preserve readability,

Could-Happen.mp3 RALCYSN/OATE a-Word.mp3 ,
When inserting audio or video files,

some people replace spaces with the .\ = oy R e
underline character or hyphen. For instance, == '

wordpress-sitt

ATTACHMENT DISPLAY SETTINGS

main-shuttie-crew-

My File Name.txt becomes L s BT

manual.pdf

My_File_Name.txt or My-File-Name.txt it solected V

Clear
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CIaSSiC Editor - InsertingVideo’ W) @A YourWordPressSite B 0 4 New View Post Howdy, Joe Blogg |}
Audio or Other File Type & Dastbonr

Edit Post [ Addnew

Another way to add video or other content il Hello world! pubish
into your Pages is th rough embedding_ A :::::: Permalink: http:/Jyour-wordpress-site.com/hello-world/ | € | :}mww‘cmges
popular example of this is embedding a Categres (9 Asd e v [ T S e
. . Tags T . = = = » = T @ Visibility: Public Edit
YouTube video into your page. - powsk TR SECE L ¢ R e
. 2l Mede “ - AvEBOQEEODCO S -
When you’re embedding a file, there’s no 8 Fages ) Pulished o Nov 30,2013t 0725
Edit
. . 9
need to UPIO&CI the file to your site.You're % Commments To be the first to enter the cosmos, to engage, single-h i Mo 45 Trath
basically just creating a link to the file, from 2 Appearance unprecedented duel with nature—coufll ™ IR ISRt
Within )’OUI" Own Page. Puora Curious that we spend more time cony Paste a fo"i into the editor (;umelnt Format
. o e Users . a‘md, making ,\’ureu‘s ()11(|l5(;;,“.'n ine >
WordPress is able to automatically embed o succeeded than encouraging people vl & o ypernied and Wordfress ® A stndord
¢ 100IS will magically show the content. Aside
files from a number of different services. B setings bl bt Audio
1 1 ollapse menu Chat
To embed something into your Post or Page, Qjcees -
SImPI)’ paste the URL into your ¢ ontent area. Space, the final frontier. These are the voyages of the Starship Enterprise s

The URL needs to be on its own line and not
hyperlinked.
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Classic Editor —~Adding HTML Links

HTML links allow your site visitors to easily
navigate around your site.They’re also used when
you want to allow people to download files from
your site, such as

PDFs or other documents, for viewing images or
even just linking to other websites. HTML links
will frequently be shown with an underline to
differentiate it from other text, but this may vary
depending on the theme you’re currently using.
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Classic Editor — Inserting HTML
Links

Inserting an html link in your Page/Post to one of your own pages or another site
is extremely easy. Simply click and drag the cursor and highlight the text that you

want turned into a link and then click the Insert/edit link button ( ﬁﬁ ). A small
inline link toolbar will display where you can enter your link URL. If you enter a
URL without including ‘http://’ in front of it, WordPress will automatically correct
it for you. As an example, if you type ‘google.com’ it will automatically correct this
to ‘http://google.com’. After you’ve entered your link url, hit your Enter key or click

the Apply button () to save your changes.

If you don’t select any text prior to clicking the Insert/edit link button, it will use
the URL that you enter as the link text.

You can also insert a link to one of your existing Posts or Pages by simply typing
the Post or Page name and then selecting it from the list that displays. As you type
the Post/Page name the list will re-populate based on matching results.
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Classic Editor — Inserting HTML
Links

W) A Your WordPress Site 8 <4 New View Post Howdy, Joe Blogg |}

If you're displaying the pop-up window, @ Dashboard Edit Post [Adanew]
simply fill in URL and the Title and then # poss Hello world! publish :
CIiCk the Add Link button. ::::s:: Permnlink:hup1’,‘qu»\-.‘orduu:ss-s.i(vcom;‘hellp-worldjLwﬂ:i Preview Changes |
URL - URL Of the Page or webSite Categories ‘é; Add Medmﬁ = ? Status: Published Edit
. . Tags e . Z = S ® Visibility: Public Edit
that you would like to create a link to P S et &5 Fiiaci mme
° Ll w — Av@ O Q% EO Fill in the URL or start typing the =
LlnkText _The text that you B Pages ”(m.;,(,:d”PXE\];.,L.},’:Z,E:&Zm‘w(,,(h F.\ Published on: Nov 30, 2013 at 07:25
for that page. Click the Cog icon to dt
h|gh||ghted Pr’ior to Clicking the P Comares To be the first to enter the cosmos, .. 502 the nsertinkpop-up. Move 1o Trash
Insert/edit link & Spnesony unpre[paste URL o type to searc B2 % cam of anything more?
bu tton wi ” be automa tical Iy d isp|a)'e d : :':j:s Curious that we spend mf)re time congratulating people who have F°"“i"
. . succeeded than encouraging people who have not. ® A Standard
Open link in a new tab —When e
licks the link have it
someone clICKs the lInK you can have | Chat
© Collapse menu
Bal ) oo |80 Gallery

open in the same window (default
setting) or have it open in a new
browser window/tab
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() A YourWordPressSite 0 0 4 New View Post

@ Dashboard

f Posts

All Posts

Add New

Categories
Tags

07 Media
| Pages

¥ Comments

¥ Appearance

£ Plugins
& Users
4 Tools
Settings

© Collapse menu

Edit Post [ Add New |

Hello world!

Permalink: http://your-wordpress-site.com/hello-world/ | Edit

i QJ AddEAediai Visual
[0 z[H

(2}

Paragraph v B

J o

I
- AvE OQEF

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

unpreceden nasa.gov/mission pages/msl ¢ 32 one dream of anything more?

Click the link that you wish to
remove and then click the Remove
button on the inline link toolbar to
remove the link.

Text

Howdy, Joe Blogg |}

Publish

: Preview Changes |
9 Status: Published Edit
® Visibility: Public Edit
) Revisions: 43 Browse

[if] Published on: Nov 30, 2013 at 07:25
Edit

Move to Trash

Format

® A Standard
Aside
Audio
Chat
Gallery
Image

Link

Classic Editor - Removing An HTML Link

To remove an html link, click the link within your Page/Post that you’d like to
remove to display the inline link toolbar. Once the toolbar appears, click the

39
Remove button ( s ) to remove the link. If you want to remove a link from an

image, simply click the image once to select it, click the Insert/edit link button

2
( ¢ ) to show the inline link toolbar, then remove the URL and click the Apply

button () to accept your change. If the html link is
linking to an uploaded file or image, clicking the Remove
button won’t remove or delete that file, it will simply
remove the hyperlink.
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Classic Editor — Editing Existing Content

To edit an existing page, simply click on the relevant Page/Post title, when viewing your list of Pages or Posts.
Alternatively, click on the Edit link that appears beneath the title when hovering your cursor over each row.

The screen that appears will be exactly the same as the Add New Page/Add New Post screen, only with the existing
content displayed.VWhen you'’ve finished editing your Page/Post, click the Update button.

e Users 2014/05/20
4~ Tools Hello world! Joe Blogg antiquarianism, Blogroll tagi, tag2, tag3 u Published
Settings Edit Quick Edit Trash View 2013/11/30
o Collapse menu Joe Blogg Unpublished content - Last
Mcodified

2013/04/09

To edit your Page or Post, click on
the Page/Post name or click the Edit Joe Blogg
link that appears when hovering

Published
2013/04/09

championship —_ —

your cursor over eac h row.
Markup: HTML Tags and Formatting Joe Blogg Markup content, css, formatting, — Published
html, markup 2013/01/1
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Classic Editor — Deleting
Existing Content

@ A Your WordPress Site B 4+ New View Posts Howdy, Joe Blogg |.!

@ Dashboard Posts Add New“!

If YOU WISh to delete one Of Your Pages or POStS’ A Posts All (45) | Mine (42) | Published (43) | Sticky (1) | Scheduled (1) | Draft (1) | Trash (1) S

click on the Trash link that appears beneath the Aiposts I T T “‘eg“i Be
Add New jtems 1 [of3| > |[»

title when hovering your cursor over each row. ==

Categories To view all the items in the Trash,

. . Tiks Author click the Trash link. It's from here i Date
ThIS Wl” moyve the Page/POSt tO the TI"aSh. Lo Schediiled — Setieduled R that you can then delete the Page i o
; or Post permanently.
0] Media 2025/01/01
I Pages Spaceflight Joe Blogg Uncategorized chattels - Published
To delete the Page/Post permanently or to e Edt Quick k| T Viow 2014/08/07
h P /P I' I h T h I' k h LEGO Ti gg Uncategorized — - Published
restore the age OSt, click the Iras INK at the 2 Appearance 0 Delete Page or Post 2014/05/20
top of the screen.When the cursor is hovering & iecoul Todeleteyour Pageor Postfist  go  Uncatgwrisd - _ bt
N o e Users click on the Trash link to send it to 2014/05/20
over each item in the Trash, the Restore and P the rash. —
. . ools Hello wor ag antiquarianism, Blogroll  tag?, tag2, tag3 n Published
Delete Permanently links appear. Click Delete Setngs i
® Collapse menu Draft — Draft Joe Blogg Unpublished content - Last

Permanently to permanently remove a single Page
or Post. Clicking Restore will restore the Page or
Post.
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Classic Editor — Saving And
Publishing Content

Once you’ve added all your content to your
Page or Post you have the option of Saving the
Page as a Draft or Publishing the page. Clicking
the Save Draft button will simply save your
Page/Post. This is handy if you would like to
come back at a later date to add more content
or if you’re simply not ready to publish yet.

) @A Your WordPress Site 4 New View Post Howdy, Joe Blogg |}

@ Dashboard

A Posts

All Posts

Add New

Categories
Tags

9] Media
M Pages

¥ Comments
2 Appearance
A2 Plugins

& Users

& Tools

[§ Settings

© Collapse menu

Edit Post [ addnew |

Spaceflight Publish
Permalink: http://your-wordpress-site.com/spaceflight/ ‘ﬁ? Save Draft Praview
| § Status: Draft Edit
| Q3 Add Medxa' Visual  Text
= == = — ® Visibility: Public Edit
agrapt B I : “ = = =2 = |8
Sl s Y Revisions: 17 Browse
- A B o Q ¥ = (2]
fih Publish on: Sep 7, 2014 at 15:31 Edit
. PR . Move to Trash
The sky is the limit only for those who aren't afraid to fly! e m

Space, the final frontier. These are the voyages of the starship Ente

Its continuing mission: to explore strange new worlds. To seek out; Once allyour contentis added you
have the option to save as a draft or

and new civilizations. To boldly go where no one has gone before! ~ Publish-

Chat
Gallery
Image

Link
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Classic Editor — Saving And Publishing Content

Clicking the Publish button will save your Page/Post and publish it on your website.

Clicking the Preview button will show you a preview of the current Page/Post.

There are also several options available when saving. By default the Status is set to Draft but this can be
changed by clicking the Edit link just to the right of Status: within the Publish panel.

Pending Review means the draft is waiting for review by an editor prior to publication.

Draft means the post has not been published and remains a draft for you.

You can also change the visibility of the Page by clicking the Edit link just to the right of Visibility: within the
Publish panel.

Public is the default and means the page is viewable to all. There is also an option to make the Post ‘sticky’.
Sticky posts are placed at the top of all blog posts and stay there even after new posts are published.
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Classic Editor — Saving And Publishing Content

Password Protected allows you to assign a password to your page. Only people who have the password
will be able to access the page.

Private hides the content from the public completely. Normal users and visitors will not be aware of
private content.You will only see the private content when you are logged into your VWordPress blog.

Just below the Title for your content is the full URL for your Page or Post. Clicking this will take you to the
published page, or if the page hasn’t been published yet, a preview of the page. Clicking the Edit button next
to the URL allows you to change the Permalink (i.e. the URL) of the Page or Post.You might decide to do
this for improving SEO (Search Engine Optimisation). Most times though, you’ll simply leave the default
URL which WordPress automatically generates based on your Page/Post Title.
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Classic Editor — Saving And Publishing Content
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will be able to access the page.
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to the URL allows you to change the Permalink (i.e. the URL) of the Page or Post.You might decide to do
this for improving SEO (Search Engine Optimisation). Most times though, you’ll simply leave the default
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CATEGORIES & TAGS
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Categories

You can use categories to define sections of your site and group related posts.The default category is
Uncategorized but this can be easily changed in your Settings. Pages cannot be associated with Categories.
You can only associate Categories to Posts.

There are two ways to add Categories. They can be added whilst adding or editing your Post or they can
be added via the Categories menu option. Adding Categories whilst editing your Post, will automatically
assign those Categories to your Post.

Adding Categories using the Categories menu option will simply add them to the list of available Categories.
When you click on the Categories menu option you'll be shown a list of Categories that have already been
added along with some blank fields that allow you to add a new Category.
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&) @A Your WordPress Site B + New _ Howdy, Joe Blogg |}

Categories
& Dashboard Categories

Add a new Category by filling in the
A Posts Name, Slug, Parent (if any) &
Description.

Search Categories ‘

To add a new Category;fill in the blank fields and
then click the Add New Category S Descrptn Sug Goun
button:
Name —The name is how it appears on your site ‘: g

Slug —The Slug is the URL-friendly version of the ® Commerts
name. It’s usually all lowercase and contains only PR ... i . :

Edit Quick Edit Delete
letters, numbers, and hyphens

Add New Category o || vty | 65 items 1 |ota[>][»]

aciform - aciform 1

—sub - sub 1

A Plugins None v View

Categories, unlike tags, can have a hierarchy. You

Parent Category — Categories, unlike tags, can A e |

have a hierarchy.You might have a Car category, s" ol s oot pTE Y ‘
and under that have children categories for Ford, — i 1
General Motors and Toyota. Totally optional. To

create a subcategory, just choose another e s oy pon e O b = :
category from the Parent dropdown -
Description — The description is not prominent i o Bton 3 _

by default; however, some themes may display it
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) @A Your WordPress Site B8 + New _ ; Howdy, Joe Blogg |.!

Categories Q) AcNew category

S ssoad Categories
Once you add a new Category it will appear in the list E&&8 o memmmpnen
of Categories on the right side of the screen. e - — ==
When hovering your cursor over each row in the list  Jais e - :
of Categories, a few links will appear beneath the 0 i sk
Category name. S o i |
Edit — Allows you to edit the Category properties O i - 2
such as Name, Slug, Parent and Description i poges C— o
Quick Edit — Allows you to quickly edit the Category [l ‘ , 1
Name and Slug ol o e | 1

© Collapse menu can perform

Delete — Deletes the Category permanently from the
list of Categories.After clicking Delete you will be
prompted to confirm your choice. Click OK to delete
the Category or Cancel if you don’t want to delete it
View —This will list all the Posts that are currently
using this Category

Blogroll — blogroll n

rominent by default; however,
some ther broder — broder 1

| Q) ndnewcagory

After filling in all the fields, click the
Add New Category button to add a
new Category.

p— buying

ey
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) @A Your WordPress Site B8 + New _ ; Howdy, Joe Blogg |.!

Categories Q) AcNew category

o G Categories
If you would like to permanently delete numerous # posts e g”,,%/”y”&’ -
Categories at once, click the checkboxes next to the [ - — ==
Categories you would like to delete and then choose s S - :
Delete from the Bulk Actions dropdown list at the top & wed sk
of the page.After selecting Delete, click the Apply T o i |
button to immediately delete the selected Categories  [RuNG_—_—_- ~—~ . :
(you will not be prompted to confirm your choice). & pugs | o
Deleting a Category does not delete the posts in that [l ‘ , |
Category. Instead, posts that were only assigned to the Setings o8l ot USROG 1

© Colense meru can perform

deleted Category are set to the default Category,
which is set to Uncategorized by default. The Default
Post Category can be configured within the Settings >
Writing section.

Blogroll — blogroll n

rominent by default; however,
some ther broder — broder 1

| Q) ndnewcagory

After filling in all the fields, click the
Add New Category button to add a
new Category.

p— buying

weas n — cat-a 1
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Adding Categories Within Your Post

@ Dashboard 7/ ® = Preview m n :
* s Post Block X
Adding Categories whilst editing your Post will s

Categories

automatically assign those Categories to your Post. Sp a Ceﬂ Ig ht -
When using the Editor, click on the Post tab in the % M

M Pages

Settings Sidebar. The Categories panel can be found just [s—.

The sky is the limit only for those who ar arrangement

below the Permalink panel. To add an existing Category, EXtes 0] s
. . o % Plugins S , the final fi ier. Th he vt To add an existing Category, tick the D sub
simply tick the checkbox(es) next to the Categories e Poce, T e rom e THeseare 1° ¥ hcciboueanen othe (] s
e Users Enterprise. Its continuing mission: to eXg appropriate Categories to assign
you’d ||ke to assign to the Post. # Tools seek out new life and new civilizations. Tv Eﬂ‘:.@’l.‘,"g'&t’,’.‘i;‘.g..u e Q o
. . [ Settings has gone before! Add New Category
If you would like to create a new Category and assign  [[Spams.

READ MORE

it to the Post at the same time, click the Add New
Category link. Two fields will then appear.Type the name
of the Category that you'd like to add into the empty
input field.

Parent Category

— Parent Category — -~

Add New Category |

- To add a new Category, click the Add New
¢8| Category link and type in the Category name.
Select the Parent Category from the list if

appropriate. Click the Add New Category button
B to assign it to the Post.
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Adding Categories Within Your Post
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it to the Post at the same time, click the Add New
Category link. Two fields will then appear.Type the name
of the Category that you'd like to add into the empty
input field.

Parent Category
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Add New Category |

- To add a new Category, click the Add New
¢8| Category link and type in the Category name.
Select the Parent Category from the list if

appropriate. Click the Add New Category button
B to assign it to the Post.
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Tags

Tags are ad-hoc keywords that identify important information in your post (names, subjects, etc) that may
or may not recur in other posts. Unlike Categories, Tags have no hierarchy, meaning there’s no relationship
from one Tag to another. Pages cannot be assigned Tags and cannot be associated with Categories.You can
only associate Tags and Categories to Posts.

Like Categories, there are two ways to add Post Tags. They can be added whilst adding or editing your Post
or they can be added via the Tags menu option.

Adding Tags whilst editing your Post, will automatically assign those Tags to your Post. Adding Tags using the
Tags menu option will simply add them to the list of available Tags.

When you click on the Tags menu option you’ll be shown a list of Tags that have already been added, along
with some blank fields that allow you to add a new Tag.
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Tags

o Add New Tag
& Dashboard Tags
Add a new Tag by filling in the Name, ( h Tags ‘
A Posts Slug & Description. SesrchTecs
To add a new Tag, fill in the blank fields and then Add New Tag = i toms 1 Jots [5][>]
M Add New nane Name Description Slug Count
. am ) X
click the Add New Tag button:
. . . Tags The name is how it appears on your site. 8BIT Tags posts about 8BIT. 8bit L
Name —The name is how it appears on your site |
<] Media
| Pages = ‘ alignment - alignment-2 3
The “slug” is the URL-friendly version of the name. It Edit Quick Edit Delete
¥ Comments 3 Il low nd contains only letters,

View

Slug — The Slug is the URL-friendly version of the mmbars acaphens.

name. It’s usually all lowercase and contains only L
Hovering the cursor over each row
letters, numbers, and hyphens S b ot :

4 Tools

Description — The description is not prominent @ setings

some themes may show it.

by default; however, some themes may display it @ o

audio - audio 1

Once you add a new Tag it will appear in the list Afer fling ol he elds.cicihe - y
of Tags on the right side of the screen. § ;
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Tags

%) @A Your WordPress Site 8 4+ New - Howdy, Joe Blogg |}

. . OMdN'chas'
When hovering your cursor over each row in the @ Owtoowrd  NEELE e — | |
. . . A Posts lug & Description. = Search Tegs
list of Tags, a few links will appear beneath the Tag _— DO st Hiam] e G15)
n a.m e . Bl hame Name Description Slug Count

Categories

Edit _AIIOWS )’OU tO edit the Ta.g Properties SUCh Tags The name is how it appears on your site 8BIT Tags posts about 8BIT. Sbit L
. . Q7 Media
as Name, Slug and Description .

i — alignment-2
] Pages alignment alignment 3
Edit Quick Edit Delete

Quick Edit — Allows you to quickly edit the Tag ® commens

T n of the name. It
2 only letters,
ne and h
. ticles. articles 1
N a, e a.n d S I Ug > Appearance Description Q Add New T.g

A& Plugins

Delete - Deletes the Ta.g Permanentl)’ from the e Users will show you various options you aside 1

Hovering the cursor over each row

list of Tags. After clicking Delete you will be A i

[ Settings audio = audio 1

prompted to confirm your choice. Click OK to O Colapsamns

delete the Tag Or Cancel if you don’t Want to After filling in all the fields, click the e - St )
o Add New Tag button to add a new
delete It 28 |ories — categories 2

View —This will list all the Posts that are
currently using this Tag
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Adding Tags Within Your Post

Adding Tags whilst editing your Post, will automatically assign those Tags to your Post.

When using the Block Editor, click on the Post tab in the Settings Sidebar. The Tags panel can be found just below the
Categories panel. To add a new Tag, simply write the Tag or Tags (separated with commas) into the edit field. If you make a
mistake and need to remove a Tag, simply click the small x’ next to the individual tag to remove it.

When you start typing your tags, a list of previously used tags will display below the edit field if any of the characters that
you type, match a previously entered

Tag. If a list of previous Tags appears, you can click on any of the Tags to select them.You can also click on any of the Tags
listed in the MOST USED section, to add them to your Post as well.
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Adding Tags Within Your Post

@ Dashboard / é = / Saved  Preview m n ;
When using the Classic Editor, the Tags panel can # posts x
be found just below the Categories panel.To add an [ I .
existing Tag, click the Choose from the most used e S ac efli ht
tags link. This will display a list of previously used & Meda p g - R
Tags (if available). They are arranged alphabetically =0 | s o
and in ‘cloud’ format.That is, the more often a Tag H it The sky is the limit only for those who & 1”1’fllﬁl,ﬂlf”ky o
has been used, the larger the font it’s displayed in. K Pl Space, the fina frontier. These are the vuyages w1 ure starsimy
To add a previously used Tag,simply click on che  PRSN e v ee
Tag name and it will be assigned to your Post.To Settings hasigone bisfors! ——
add a new Tag, simply write the Tag or Tags 2 il

shortcode title a

(separated with commas) into the edit field and
click the Add button.Tags that are assigned to the
Post will be displayed below the edit field. To
remove a Tag from your Post, click the small ‘x’
icon next to the Tag name.

TeETE When you start typing your Tag, you will be
:L shown a list of existing tags below the field,
w if the characters you enter match. Click any
= of the displayed Tags to select them.

e
ot



WORDPRESS 101

APPEARANCE




WORDPRESS 101

Appearance

The various Appearance menus allow you to change how your site looks and behaves. If your site has been setup for you
by a third party then it’s more than likely that you won’t need to change any of the settings in here.
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R Ringster Univendty Feae  Aimeewis  Admiiees  Smetes A ety b

The Bast University Of 'Mﬂmé:'m b
-

Kingster University

Theme: Kingster/Kingster(Child)

Jackson State University uses the
Kingster Theme authored by
GoodLlayers.This theme is jam-
packed with incredible features and
customization options to achieve the
many looks that are found on the
website today. Once moved to the
development site, the theme will be
Kingster (Child). This theme is a
variation of our current theme with
even more features and capabilities
than before.

Kingster



WORDPRESS 101

Previewing And Customizing Your

Theme

As well as the ability to preview a theme,
you can also update various theme
settings all while previewing the changes
live. The options that you can change will
be dependent on the individual theme.
For the currently active theme, clicking
the Customize button allows you to
update various settings whilst also
previewing those changes. Until you click
the Publish button, only the theme
preview window is updated, not the
theme on your live site.

X

You are customizing

Your WordPress

@) saveandpubiish jur WordPress Site @) J i) Theme Options

When customizing the currently pbme  About The Tests
active theme, click Publish to save

Active theme and publish your changes.
Twenty Nineteen Chilc

Some themes show visible edit
shortcuts that highlight areas that

can be modified as well as provide a
one-click shortcut to that option.

Site Identity

Colors

Menus As you update the settings within
each section, your changes appear

Widgets in the site preview on the right.

Homepage Settings

Additional CSS

@ Expand and Hide Options

Click the arrows to access the
settings for each section.

yvelcome

© Hide Controls 8 A @
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Customizing Your Site

Using the Customizer, you can modify certain parts of
your website.When you click on the Customize menu
option you’ll be shown the various theme options that
you can change. Depending on the theme that is currently
in use, you may see more or less options than those
displayed in the following image.

Clicking the small arrows will open and close each of the
panels, giving you access to each of the various options.
You'll find that some of the options in the Customize
screen are also available via other menu options.As an
example, you can change the Site Title and Tagline within
the Site Identity panel in the Customizer, as well as by
using the General option under the Settings menu.

.

Customizing o mwgopﬁﬂls 7

Site |dentity

r WordPress Site Just another WordPress site
e About The Tests v Blog

Clicking the large arrow to the left of

Logo the section heading will return you
to the previous Customizer panel

Select logt

Site Title

Your WordPress Site

Tagline

Just another WordPress site y

As you update the settings within

. each section, your changes appear
Site Icon each section, your cha ges appea
in the site preview on the right.
Site Icons are what you see in browser tabs,
bookmark bars, and within the WordPress
mobile apps. Upload one here!

Site Icons should be square and at least 512
x 512 pixels.

Select site icon

Welcome
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Customizing Your Site

Until you click the Publish button, only the theme preview is updated, not the
theme on your live site.

By default, your changes are published immediately when
you click the Publish button. By clicking on the small cog

icon (ﬂ) next to the Publish button, you can also elect to
save a draft of your changes, or have them automatically
published at a later scheduled date and time of your
choosing.

X m
You are customizing (2]

Your WordPress Site

Active theme

Twenty Nineteen Child

Site Identity

Colors

Menus

Widgets
Homepage Settings

Additional CSS

Change

Action

Publish

Save Draft

®) Schedule

publish ("go live") at a future date
Date
12-Dec v || 26 2019

Universal Time +11)

W Discard changes

Share Preview Link

See how changes would look live on your

As well as publishing your changes
straight away, you can also elect to
save a draft or schedule them to
publish at a later date & time.

When scheduling your changes, you
can select the date and time that

you wish for them to be
automatically published.
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Customizing Your Site

To help with testing your site across various devices, the Customizer also allows
you to preview your site in mobile, tablet and desktop views. At the bottom of the

Customizer panel, click one of the view icons ( @ D ﬁ ) to change your
site preview so that you can get an idea of how it will display on a regular desktop,

a tablet or smartphone device.

x

Your WordPress Site

Active theme

Twenty Nineteen Child

Site Identity

Colors

Menus

Widgets

Homepage Settings

Additional CSS

© Hide Controls

e
Change [
(I

Action

Publish

Save Draft

@) Schedule

Date

12-Dec v || 25° || 2019

Time

i Discard changes

Share Preview Link

See how changes would look
website, and share the previe!
who can't access the Customi:

Plea:
sha

ur changes in order to

As well as publishing your changes
straight away, you can also elect to
save a draft or schedule them to
publish at a later date & time.

When scheduling your changes, you
can select the date and time that

you wish for them to be
automatically published.
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BEELLLEG]

Posts

2] Media

WORDPRESS 101 e

» Appearance

Themes

Customize

Add a menu item by ticking the
appropriate checkbox & then

Menus ‘ Manage with Live Preview

Edit Menus Manage Locations

Select a menu to edit: | Short (Desktop Horizontal Menu) v || Select

Widgets clicking the Add to Menu button.

Menus

Updating The Menu

Theme Editor

Plugins

Users

If your theme supports custom menus, you i,
can make modifications to them from the

Menus option. Menus can contain links to
Pages, Posts, Categories, Custom Links or
other content types.

Sample Blocks
Reusable
Embeds
Widgets
Design Blocks
Text Blocks
Media Blocks

Sample Blocks v2

Select All Add to Menu
Posts v
Custom Links v

c Opening Menu Panels

Open and close the various panels

by clicking the small arrow in the
panel header.

o Select Menu

If your Theme supports
choose one from the dr

or create a new menu.

multiple menus,
opdown and click

Don't forget to save your changes!

the Select button to edit it. Alternatively, click
create a new menu Lo create a new menu.

configuration options.

Bulk Select

Home

About The Tests

Clearing Floats sub item

Page with comments sub 7
Q Moving Menu Items

Navigation Label

Page with comments

Title Attribute

To move t
use the pr

v ~..OW ON the right of the item to reveal additional

Custom Link v

Page v

Page ¥

he menu options, you can

ovided links or simply

drag 'n drop each one to a new

position.

Original: Page with comments

Remove | Cancel 0 Removing Menu Items

Page with commen

sub item

Click the Remove
menu item. Click
cancel your chan,
item.

Contributors sub item

Blog

c Menu Items

Move Up one Down one Out from under About The Tests
Under Clearing Floats

link to delete the
the Cancel link to
ges to that menu

Page ¥

Posts Page ¥

These are all the menu items that will appear
on your site. Drag & drop menu items to
change their order. Click the small arrow to

open the settings panel for each menu item.
Once all your updates are made, click the Save

Menu button to save yo

Delete Menu

ur changes.
P
Mobile Menu

Footer Menu

Social Menu

ges to this menu
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Adding A New Menu

Depending on the current Theme being used, your
site may make use of more than one navigation
menu. Sometimes you might have multiple menus in
your site header, other times you may even have
menus located in the sidebar or footer of your site.
To add a new menu, hover your cursor over the
Appearance menu option in the left-hand navigation
menu and in the fly-out menu, click the Menus link.
Alternatively, click the Appearance menu option and
then click the Menus link underneath.

On the screen that’s displayed, click the create a new
menu link.You’ll be presented with a screen similar
to below. Enter a name for your new menu in the
Menu Name input field. Click the Create Menu
button to create your new menu.

() A Your WordPress Site B + New

@ Dashboard Menus | Manage with Live Preview

A Posts EditMenus  Manage Locations
Q7 Media
| Pages Select a menu to edit: | — Select —

¥ Ccomments

» Appearance Add menu items

Themes
Customize
Widgets
Menus
Background

Theme Editor

& Plugins

& Users

& Tools

Settings
© Collapse menu

Menu structure

Menu Name

:‘ci'u'ua‘-h"lmm‘nu

Click the create a new menu link to
create a new menu, Enter the name
of your menu and click the Create
Menu button to create your menu.

Give your menu a name, then click Create Menu

Menu Settings
Auto add pages

Display locatior

Cancel

Automatically add new top-level pages to this menu

Desktop Horizontal Menu (Current t to: Short
Desktop Expanded Menu

Mobile Menu

Footer Menu

Social Menu

Howdy, Joe Blogg |
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Editing An Existing Menu Item

Your current list of menu items resides in the right-
hand column on the menu screen. If there are
multiple menus on your site, there will be a
dropdown list displayed at the top of the page that
enables you to select the menu that you would like
to edit. Simply select the menu you would like to
edit from the Select a menu to edit dropdown list and
then click the Select button.The menu items for your
selected menu will then be displayed.

) A YourWordPressSite B 0 4 New Howdy, Joe Blogg | !

Screen Options ¥ Help ¥
@ Dashboard Menus | Manage with Live Preview

A Posts EditMenus  Manage Locations

07 Media

[N Pages Select a menu to edit: | Short (Desktop Horizontal Menu) v || Select | or create a new menu. Don't forget to save your changes!

$ Comments
» 0 Select Menu
Appearance ; £

o Add Menu item

Themes : If your Theme supports multiple menus,
Add anr nt I 4 choose one from the dropdown and click
Add a menu item by ticking the

Customize b y = the Select button to edit it. Alternatively, click

appropriate checkbox & then

1 ) create a new menu to create a new menu.
Widgets clicking the Add to Menu button. e

row on the right of the item to reveal additional
Menus configuration options.

Background Sample Blocks

Bulk Select

Theme Editor Retsable o et

Embeds uﬂ. Mlllll Items
% Plugins Widgets Home .

ydate t I Labe e

Design Blocks Update the .,()wgum‘m Label and Title
& Users Attribute. Use the links or simply

Text Blocks About The Tests drag 'n drop each menu item to
# Tools Media Blocks

move It to a new position.

Sample Blocks v2
[§ Settings P

© Colisnse ment Select All Add to Menu

Clearing Floats sub item

Page with comments sub item

Posts

Navigation Labe!

Custom Links - Page with comments
Title Attribute

Categories

Tags v Move Up one Downone Out from under About The Tests
Under Clearing Floats

Formats

riginal: Page with comments
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Editing An Existing Menu Item

The items in this right-hand column on the Menus
page will match the menu items that appear on your
website. Clicking on the down arrow next to each
menu item name will show an options panel for that
particular menu item. In this options panel, there are
several items that can be updated.You can show or
hide extra fields such as Link Target, CSS Classes, Link
Relationship (XFN) or Description using the Screen
Options tab at the very top-right of the screen

) A YourWordPressSite B 0 4 New Howdy, Joe Blogg | !

Screen Options ¥ Help ¥
@ Dashboard Menus | Manage with Live Preview

A Posts EditMenus  Manage Locations

07 Media

[N Pages Select a menu to edit: | Short (Desktop Horizontal Menu) v || Select | or create a new menu. Don't forget to save your changes!

$ Comments
» 0 Select Menu
Appearance ; £

o Add Menu item

Themes : If your Theme supports multiple menus,
Add anr nt I 4 choose one from the dropdown and click
Add a menu item by ticking the

Customize b y = the Select button to edit it. Alternatively, click

appropriate checkbox & then

1 ) create a new menu to create a new menu.
Widgets clicking the Add to Menu button. e

row on the right of the item to reveal additional
Menus configuration options.

Background Sample Blocks

Bulk Select

Theme Editor Retsable o et

Embeds uﬂ. Mlllll Items
% Plugins Widgets Home .

ydate t I Labe e

Design Blocks Update the .,()wgum‘m Label and Title
& Users Attribute. Use the links or simply

Text Blocks About The Tests drag 'n drop each menu item to
# Tools Media Blocks

move It to a new position.

Sample Blocks v2
[§ Settings P

© Colisnse ment Select All Add to Menu

Clearing Floats sub item

Page with comments sub item

Posts

Navigation Labe!

Custom Links - Page with comments
Title Attribute

Categories

Tags v Move Up one Downone Out from under About The Tests
Under Clearing Floats

Formats

riginal: Page with comments
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Editing An Existing Menu Item

URL — Only displayed for Custom Links and will
contain the URL to navigate to when that menu
item is clicked

Navigation Label —This is the label that will
display within the actual menu on your website
Title Attribute —This is the tooltip that appears
when the mouse cursor hovers over the menu item
Open link in a new window/tab — (Hidden by
default) You can set the menu item to open in the
same window or tab (which is the default) or in a
new window or tab.This option is made visible by
ticking the Link Target option on the Screen Options
panel

) A YourWordPressSite B 0 4 New Howdy, Joe Blogg | !

Screen Options ¥ Help ¥
@ Dashboard Menus | Manage with Live Preview

A Posts EditMenus  Manage Locations

07 Media

[N Pages Select a menu to edit: | Short (Desktop Horizontal Menu) v || Select | or create a new menu. Don't forget to save your changes!

¥ Comments
_ Select Menu
Aalresemce o Add Menu item

If your Theme supports multiple menus,
~ choose one from the dropdown and click
the Select button to edit it. Alternatively, click

create @ new menu to create a new menu.
row on the right of the item to reveal additional

Themes

Add a menu item by ticking the
appropriate checkbox & then
Widgets clicking the Add to Menu button.

Customize

Menus configuration options.

Background Sample Blocks

Bulk Select
Th Edit Reusable g
eme Editor —

B O‘Updaﬂngumulmns

% Plugins Widgets Home X
ydate t I Label e

Design Blocks Update the .,()wgum‘m Label and Title
e Users Attribute. Use the links or simply

Text Blocks About The Tests drag ‘n drop each menu item to
# Tools Media Blocks move it to a new position.

Sample Blocks v2
[§ Settings P

© Colisnse ment Select All Add to Menu

Clearing Floats sub item

Page with comments sub item

Posts

Navigation Labe!

Custom Links - Page with comments
Title Attribute

Categories

Tags v Move Up one Downone Out from under About The Tests
Under Clearing Floats

Formats

riginal: Page with comments
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Editing An Existing Menu Item

CSS Classes — (Hidden by default) Optional CSS
Classes to add to this menu item. This option is
made visible by ticking the CSS Classes option on the
Screen Options panel

Link Relationship (XFN) — (Hidden by default)
Allows for the generation of XFN attributes so you
can show how you are related to the
authors/owners of site to which you are linking. This
option is made visible by ticking the Link Relationship
(XFN) option on the Screen Options panel
Description — (Hidden by default) The description
for the link. This may or may not appear, depending
on the theme.This option is made visible by ticking
the Description option on the Screen Options panel

) @A YourWordPressSite B 0 4 New Howdy, Joe Blogg | *

@ Dashboard Menus | Manage with Live Preview

A Posts Edit Menus Manage Locations

07 Media

[N Pages Select a menu to edit: | Short (Desktop Horizontal Menu) v || Select | or create a new menu. Don't forget to save your changes!

¥ Comments g

f your Theme supports multiple r S

Theroes If your The 1‘9 supports multiple menus,
~ choose one from the dropdown and click
Add a menu item by ticking the

Customize : V2 the Select button to edit it. Alternatively, click
appropriate checkbox & then create @ new menu to create a new menu
4 2y s e 0 new menu to create a new menu.
Widgets clicking the Add to Menu button. row on the right of the item to reveal additional
Menus configuration options.
Sample Block:
Background Bulk Select
: Reusable
Theme Editor
Embeds
& Plugins Widgets Home
Design Blocks Update the Navigation Label and Title
e Users Attribute. Use the links or simply
Text Blocks About The Tests drag 'n drop each menu item to
# Tools Media Blocks move it to a new position.
Sample Blocks v2
5 Settings P Clearing Floats sub item
Select All Add to Menu
Page with comments sub item
Posts
Navigation Labe!
Custom Links - Page with comments
Title Attribute
Categories
Tags v Move Up f der About The Test:
Under Cle:
Formats
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Editing An Existing Menu Item

Each menu item can be moved to a new location in
the menu hierarchy by using either the links
underneath the Title Attribute input field or by
clicking on the title area of the menu item and
dragging ‘n dropping the menu to new location. If
you choose to drag ‘n drop your menu items, the
cursor will turn into a four-pointed arrow when
you’re hovering over the correct area.

After making updates to your menu items, click the
Save Menu button.

) A YourWordPressSite B 0 4 New Howdy, Joe Blogg | !

Screen Options ¥ Help ¥
@ Dashboard Menus | Manage with Live Preview
A Posts EditMenus  Manage Locations
07 Media
[N Pages Select a menu to edit: | Short (Desktop Horizontal Menu) v || Select | or create a new menu. Don't forget to save your changes!

¥ Comments
_ Select Menu
Aalresemce o Add Menu item

If your Theme supports multiple menus,
~ choose one from the dropdown and click
the Select button to edit it. Alternatively, click

create @ new menu to create a new menu.
row on the right of the item to reveal additional

Themes

Add a menu item by ticking the
appropriate checkbox & then
Widgets clicking the Add to Menu button.

Customize

Menus configuration options.

Sample Blocks

Background Bulk Select
Theme Editor heisable ) Vel

B O‘Updaﬂngumulmns
% Plugins Widgets Home X

ydate t I Label e

Design Blocks Update the .,()wgum‘m Label and Title
e Users Attribute. Use the links or simply

Text Blocks About The Tests drag ‘n drop each menu item to
# Tools Media Blocks move it to a new position.

Sample Blocks v2
[§ Settings P

© Colisnse ment Select All Add to Menu

Clearing Floats sub item

Page with comments sub item

Posts

Navigation Labe!

Custom Links - Page with comments
Title Attribute

Categories

Tags v Move Up one Downone Out from under About The Tests
Under Clearing Floats

Formats

riginal: Page with comments



WORDPRESS 101

Adding A New Menu Item

Each menu item can be moved to a new location in
the menu hierarchy by using either the links
underneath the Title Attribute input field or by
clicking on the title area of the menu item and
dragging ‘n dropping the menu to new location. If
you choose to drag ‘n drop your menu items, the
cursor will turn into a four-pointed arrow when
you’re hovering over the correct area.

After making updates to your menu items, click the
Save Menu button.

) A YourWordPressSite B 0 4 New Howdy, Joe Blogg | !

Screen Options ¥ Help ¥
@ Dashboard Menus | Manage with Live Preview

A Posts EditMenus  Manage Locations

07 Media

[N Pages Select a menu to edit: | Short (Desktop Horizontal Menu) v || Select | or create a new menu. Don't forget to save your changes!

¥ Comments
_ Select Menu
Aalresemce o Add Menu item

If your Theme supports multiple menus,
~ choose one from the dropdown and click
the Select button to edit it. Alternatively, click

create @ new menu to create a new menu.
row on the right of the item to reveal additional

Themes

Add a menu item by ticking the
appropriate checkbox & then
Widgets clicking the Add to Menu button.

Customize

Menus configuration options.

Background Sample Blocks

Bulk Select

Theme Editor Retsable o et

Embeds uﬂ. Mlllll Items
% Plugins Widgets Home .

ydate t I Labe e

Design Blocks Update the .,()wgum‘m Label and Title
& Users Attribute. Use the links or simply

Text Blocks About The Tests drag 'n drop each menu item to
# Tools Media Blocks

move It to a new position.

Sample Blocks v2
[§ Settings P

© Colisnse ment Select All Add to Menu

Clearing Floats sub item

Page with comments sub item

Posts

Navigation Labe!

Custom Links - Page with comments
Title Attribute

Categories

Tags v Move Up one Downone Out from under About The Tests
Under Clearing Floats

Formats

riginal: Page with comments
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Adding A New Menu Item

To add a new Page as a menu item, tick the P T————
checkboxes in the Pages panel, next to each of the o omeors (YT

Pages that you'd like to add.You can select one Page o

at a time or multiple. After selecting your Pages, click R <>+~ [Foribotepomtiins ) (S5 « s e e i s i

the Add to Menu button.The new menu items will

append to the bottom of the current list of menu

ite m S. Th e m e n u ite m n am e Wi I I d efau It to th e Page o S;ii;::::z:::;:e order you prefer. Click the arrow on the right of the item to reveal additiona

M Appearance o Add Menu Item Menu structure

Themes
Add a menu item by ticking the . Menu Name | Short

Background Sample Blocks

name.To change this, simply click on the down -
arrow next to the menu item name to view the i e

options panel and then update the Navigation Label s D stk [©
to your preferred name. After making your updates, O coumsenens Afer makingupdates t your e
click the Save Menu button at the top or bottom of d s

the screen.The steps to add a Post, Post Format,

Category or Tag as a menu item are exactly the

same as adding a Page.

Clearing Floats sub item

Posts
Title Attribute

Custom Links v
Delete Menu m
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Adding A New Menu Item

To change the order that the menu options appear
in, simply place your cursor over the title area of the
menu item you'd like to move.When the cursor
changes to a four-pointed arrow, click and drag the
menu item to its new location.

Depending on how your menu is configured within
your theme, it’s even possible to create the multi-
level hierarchy required for dropdown menus. After
moving your menu items around, don’t forget to
click the Save Menu button to save your changes.

) @A Your WordPress Site B + New

& Dashboard

A Posts Edit Menus Manage Locations

Q7 Media

Menus | Manage with Live Preview

M Pages Select a menu to edit: | Short (Desktop Horizontal Menu) v || Select | or create a new men

¥ Comments

» Appearance ° ‘Add Menu Item

Themes

Add a menu item by ticking the
Customize appropriate checkbox & then
Widgets clicking the Add to Menu button.

Menus

Background Sample Blocks

Reusable
Theme Editor

Embeds
% Plugins Widgets
° Design Block

sers
= Text Blocks
4 Tools Media Blocks
. Sample Blocks v2
I8 Settings
Select All Add to Menu
Posts

Custom Links

Menu structure

Drag the items into the order you prefer. Click the a

configuration options.

Bulk Select

Home
About The Tests

Clearing Floats sub item
avigation Label
Clearing Floats

Title Attribute

Delete Menu

Howdy, Joe Blogg |2

rrow on the right of the item to reveal additional

Page ¥

go-

After making updates to your menu
items, click the Save Menu button to
save your changes.
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Adding A Custom Link Menu Item OIS e

& Dashboard Menus | Manage with Live Preview

Use the Custom Links panel to add a custom link to o

Q] Media

yo u r m e n u , s u C h as a I i n k to an eXte r'n al Webs ite . [N Pages Select a menu to edit: | Short (Desktop Horizontal Menu) v Selec:: or create a new menu. Don't forget to save your changes!

¥ Comments

Simply type in the website URL in the URL field and 1 sovorce G Mo Custom ik

Themes

the menu name in the Link Text field. Click the Add to o I

Widgsts I your menu. Drag the items into the order you prefer. Click the arrow on the right of the item to reveal additional

Menu button when done. Use the same steps = R et
outlined previously to adjust the order of the menu B 7
item and click the Save Menu button at the top or & v — N e

4 Tools Add to Menu

Theme Editor

botto m Of th e SC ree n to save yo u r C h anges . : 'Ser‘:"gf o Categories v [‘;:‘ttps://wordpress.org
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) @A Your WordPress Site + New Howdy, Joe Blogg |

Deleting A Menu Item

@ Dashboard Menus | Manage with Live Preview

To delete 2 menu item click on the down arrow 2=

Q7 Media

n eXt to th e m e n u item nam e to vi ew th e O Pti o n s N Pages Select a menu to edit: | Short (Desktop Horizontal Menu) v Sele::: or create a new menu. Don't forget to save your changes!

¥ Comments

panel for that item and then click the Remove link. P s men s

After making your updates, click the Save Menu o i

Widgets Posts ¥
g Drag the items into the order you prefer. Click the arrow on the right of the item to reveal additional

Menus 1 configuration options.
u O n . Custom Links B

Background

Bulk Select
Theme Editor
URL https://
& Plugins Home Custom Link ¥
k Tex
e Users
WordPress Custom Link 4
4~ Tools Add to Menu |
. URL
B Settings
Categories v https://wordpress.org
O co
Tags g/ Delete Menu item -
Formats Delete a menu item by clicking the

Remove link.

ne Under Home To the top

— m

About The Tests page  After making updates to your menu
items, click the Save Menu button to
save your changes.

Clearing Floats sub item ]

Delete Menu Save Menu
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Managing Menu Locations

After you create a menu, you also need to tell
WordPress where to use it. This is where the
Manage Locations tab on the Menus page comes in.
After clicking the Manage Locations tab on the Menus
page, you will be shown a page similar to below, with
a list of the various menu locations used in your
Theme.You may have one menu location or you may
have multiple, depending on the Theme currently in
use.Your menu location won’t necessarily be called
‘Desktop Horizontal Menu’ either, as shown below.
Again, that will depend entirely on your Theme.

&) @A Your WordPress Site B + New

@ Dashboard Menus Manage with Live Preview
A Posts EditMenus  Manage Locations
Q7 Media )
Your theme supports 5 menus. Select which menu appears in each location.

[N Pages

Theme Location Assigned Menu
¥ Comments

Desktop Horizontal Menu Short Vv | Edit Use new menu
» Appearance

Desktop Expanded Menu — Select a Menu — Vv | Use new menu
Themes
Customize 2 .

Mobile Menu — Select a Menu — Vv | Use new menu
Widgets
Menus Footer Menu — Select a Menu — Vv | Use new menu
Background

Social Menu — Select a Menu— Vv | Use new menu
Theme Editor
£ Plugins Save Changes
& Users '

Assign a menu to each Theme
4 Tools Location by selecting it from the
dropdown. Click the Save Changes

Settings button to save your changes.

© Collapse menu

Howdy, Joe Blogg |}
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) @A Your WordPress Site B + New Howdy, Joe Blogg |}

Managing Menu Locations

@ Dashboard Menus | Manage with Live Preview

Assign an existing menu that you'’ve created to the s EdtMenus | Manag ocatns

Q7 Media

appropriate Theme Location by selecting it from the 8 Poes

Your theme supports 5 menus. Select which menu appears in each location.

Theme Location Assigned Menu
dropdown list. Click the Save Changes button to save i TR S
» Appearance
yo u r C hanges . Thc:\:j Desktop Expanded Menu — Select a Menu— Vv | Use new menu

Alternatively, you can choose to create a new menu ]

Widgets

and automatically assign it to the location by clicking ~ SelectaMenu = | serewmens

Background

th e Use neW menu I i n k. s Social Menu — Select a Menu— Vv | Use new menu

£ Plugins Save Changes ° Assign Menus

& Users
Assign a menu to each Theme
4 Tools Location by selecting it from the
dropdown. Click the Save Changes
Settings button to save your changes.

© Collapse menu
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) @A Your WordPress Site B + New Howdy, Joe Blogg |}

Managing Menu Locations

@ Dashboard Menus | Manage with Live Preview

Assign an existing menu that you'’ve created to the s EdtMenus | Manag ocatns

Q7 Media

appropriate Theme Location by selecting it from the 8 Poes

Your theme supports 5 menus. Select which menu appears in each location.

Theme Location Assigned Menu
dropdown list. Click the Save Changes button to save i TR S
» Appearance
yo u r C hanges . Thc:\:j Desktop Expanded Menu — Select a Menu— Vv | Use new menu

Alternatively, you can choose to create a new menu ]

Widgets

and automatically assign it to the location by clicking ~ SelectaMenu = | serewmens

Background

th e Use neW menu I i n k. s Social Menu — Select a Menu— Vv | Use new menu

£ Plugins Save Changes ° Assign Menus

& Users
Assign a menu to each Theme
4 Tools Location by selecting it from the
dropdown. Click the Save Changes
Settings button to save your changes.

© Collapse menu
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