WordPress Login / Dashboard

1. Login to My WordPress Site
a. Use link provided by Chip Thompson Design to get to the admin login page of your WordPress website.
b. Enter your login and password.

c. Click “Log In”.
() worpPress
Username
Password
() Remember Me
Lost your password?
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2. What’s My “Dashboard”?

Dashboard: https://sitename.wordpress.com/wp-admin/

a. The Dashboard is the first screen you see when you log into the administration area of your website.
b. The dashboard gives you an at-a-glance overview of what’s happening with your website.
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i Dashboard an Screen Options Help
¢} Dashboard
Home
Updates Right Now QuickPress
3 s~ Posts ontent Discussion
Media O Posts 1 Comment
2 B Add Media
& Links 10 Fages 1 Approved
1#@ Pages 1 Category 0 Pending
(& Comments O Tags O Spam
] Contact Theme Haven Custom WP Template with 4 Widgets
& You are using WordPress 3.5.1.
Appearance ng Save Draft Reset Pub!'i!b
[ Plugins
Recent Comments
5 Thowrs Recent Drafts
T} Tools .
Incoming Links
Settings ‘WordPress Blog

From your dashboard (see above) you can get to your:
Website pages.

Media (Pictures/Images/PDFs) you have loaded.

Posts you have made to your blog.
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3. Pages Menu - Adding/Editing My Pages

a. Double Click “Pages” on Dashboard to bring up your Pages Menu.

b. From here you can:
1. “Add New” page (click orange “Add New” button?.

2. Edit a current page (click on any other page namg.

il havensenioriving.com L 4+ New
(i} Dashboard
E} Pages Add New h 1
s Posts
Media All (17) | Published (10) | Draft (1
& Links Bulk Actions j Apply Shawalldues:] Filter

All Pages Adult Activity and Care Program h 2 Suzi Mariano

Add New
(2 Comments | Amenities Suzi Mariano
&i| Contact
Annual BBQ and Barn Dance Suzi Mariano
[i& Appearance
£2 Plugine blog/articles Suzi Mariano
&, Users

4. Adding a New Page to My Website
a. Click “Add New” from Pages Menu (see above).
b. Your new page will look like the below.
c. Add your content:
1. Web page Name/Headline.
2. Web page Text/Body Copy.

Howdy, Suzi Mariano [l

W havenseniorliving.com @ + New

. Add New Page

= Posts 3
iy Modie Headline here... =1 Publish \

& Links 4 —> Save Draft Preview

{&} Dashboard Screen Options Help

AL e B I w =i « == = Ev-B = Visibilty: Public Edit

Add New — =

= Panguph + U S A-BRC O =3 @ &) Publish immediately Edit

(2 Comments

& Contact TYPe text on web page 4— 2 6 > Move to Trash /
Appearance

£% Plugins Page Attributes

& Users Parent

3. Click “Preview” to preview the content you have put on the page (NOTE: this does not mean it has been saved —
to save you must click the “Publish” button).
4. Click “Save Draft” to save a draft of your page if you are still working, but are not ready for the page to be

published to your website.
5. Click “Publish” to make a new page of your website live.
6. Click “Move to Trash” to delete your new page.
5. Editing the Content on My Website (kind of like Microsoft Word)

a. See diagram below to edit content on a page of your website:
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Bold: You Can Bold the Subhead or Other Important Content (Highlight your text first, click “B” button).

Italicize: You can italicize a word or phrase (Highlight your text first, click “I” button).

Bullet List: You can bullet information (Highlight your text first, click bullet icon).

Numeric List: Or you can list them with numbers (Highlight your text first, click # list icon).

Alignment: You can change paragraph alignment to center, right align or left align (Highlight your text
first, click paragraph line icon).

Links: You can add links to another page on your website or an outside website.
(Highlight your text first, click link icon) (See FAQ #8 for more information).

7. Color Text: You can change the color of your text (Highlight your text first, click color “A” icon).

8. Add Images: You can add an image to your website. (Add media button) (See FAQ #6 and #7 for more

‘:nﬂallnk: hitp /fhavdhseniorliving.col - -title-here/ | Edit Save Draft Preview
Al Pay = 2\ = =
i e (CORCCERY X GEEEN-T e

() Comments

&/ Contact You Can Bold the Subhead or Other Important Content] Mois 1o Teash
Appearance g . 9 -
Webpage copy/content can be typed here. You can also emphasize an important phrase or
£ Plugins word by italicizing. Page Attributes
& Users Parent
You can bullet information:
Ti Tools (no parent) |
Settings » Bullet 1 Tomplate
= Bullet 2
Default Template -
= Bullet 3 b/
Order
Or you can list them with numbers 0
it Need help? Use the Help tab In the upper right
1. List item #1 of youracesen.
2. Listitem #2
3. Listitem #3
Featured Image
You can change paragraph alignment to center, right align or left align. featured im

information).

. ALWAYS Update: If you make ANY changes to your website page, and want them to be saved - make

sure to click “Update”.

dy. Suzi Mariano .

Screen Options Help

)
o)}

Web Pag 3T 2] Publish

&2
Feph -~ U i R & <2 o =9 © () Publish immediately Ecit

You can add links to another page on your website, an outside website, or link to pdfs ete.

You can change the color of your text.




6. Adding an Image on My Website

a. Click the “Add Media” Button.

=+ New View F

Howdy, Suzi Mariano .

{3 Dashboard X : Screen Options v | | Help
| Edit Page snes

5 Posts
() Media Web Page Title Publish
éx’ Links Permalink: http/havensenioriiving.com/type-page-titie-here/ | Edit Save Draft Preview
|8 Pages (= Add Media Visual | Text Status: Draft Edit
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o Commnta (i3] Publish immediately Edit
E] Contact You Can Bold the Subhead or Other Important Content| Move 10 Trash

b. The “Insert Media” menu will pop-up (see below).
c. You can either:

1. Click on “Upload Files” and then “Select Files” to add a new image from your computer OR
2. Click on “Media Library” to add pictures you have already uploaded.

Insert Media Insert Media
Create Gallery Upload Files  Media Library

Set Featured Image
Insert from URL

Drop files anywhere to upload

Select Files

Maximum upload file size: BMB.

Insert into page

d. To upload a new image, click “Select Files”.



1. A new window will pop-up - Select the image you would like to add - Click “Open”.

% | [} Edit Page « havenseniorliving.gy O O O File Upload
wp-admin/post.php?post=451&actiony | < | > || g8 m | i | | + || [ wordpress tutorial v
FirstN.. .. Harvest WP | FAVORITES Today Date Modified
ﬁ Dropbox = A _NewWebsitelmage.jpg Today 1:56 PM
E Al My Files _| InsertMedia.psd Today 1:47 PM
Insert Media R = /~wordpress tutorial~ra3g81.idlk Today 1:34 PM

2. Your new image will be highlighted with a check mark (see below) - Click “Insert into Page”.
Insert Media Insert Med|a x

Create Gallery Upload Files  Media Library
Set Featured Image

ATTACHMENT DETAILS

Insert from URL

A_NewWebsiteimage.|pg
June B, 2013

288 x 192

Edit Image

Delete Permanently

JOIN U8 Al rwe  A_NewWebsitelmage

BBQ AND BAR

ATTACHMENT DISPLAY SETTINGS
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Link To  Media File =|

Alignrr
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‘ Insert into page .
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3. Your image has been added to your web page - Remember to click update to save any additions.

. [BTT &= = |- * E & & Y B B Visibility: Public Edit

& Comments e inadllld T - o [15] Publish Immediately Edit

& Contact You Can Bold the Subhead or Other e
Important Content

Appearance

£& Plugins Webpage copy/content can be typed here. ¥ Page Attributes

&, Users can also emphasize an important phrase o Faren

T Tools word by italicizing. — =

i You can bullet information: Template

e. To add an image from the “Media Library”, click on “Media Library”.
1. Click on the image you would like to add. (It will add a blue box and check mark to image)
2. Click “Insert into Page”.



Insert Media Insert Media o

Create Gallery Upload Fi¢s Media Library
Set Featured Image

Insert Media Insert Media "

Create Gallery Upload Files Media Library
Set Featured Image
All media items - Search
g 5 it ATTACHMENT DETAILS

Insert from URL

smiling_woman_outside.jpg
August 24, 2011

275 x 225

Edit Image

Delete Permanently

smiling_woman_outside

Alt Text

Description
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3. Your image will be added.
4. Click “Update” to save your changes.
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7. Editing an Image on My Website

a. Click on your Image.
1. Click on Image icon (looks like a landscapg.
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d@ Links Permalink: hitp:/t iorliving.cc b-page-title/| Edit Save Draft Previ
5 s et 12 | (] | swconga
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a. The “Edit Image” menu will pop-up and you can change the:
1. Size of your image.
2. The alignment of your image.
3. When finished, click “Update”.
2. If you decide to “Delete” your new image, click on red delete icon.
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8. Adding Links to My Content on My Website

a. Highlight text you want to link.
b. Click link icon.

seniorfiving.com L + New , Suzi Mariano [l

(7 Dashboard

Screen Options Help
: | Edit Page Adnew
s Posts
Media Web Page Title Publish
@ Links Permalink: http:/havensenioriiving.com/web-page-title/| Edit Save Draft Preview
ikl Moy Visual  Text Status: Draft Edit
::::: B I = =} « E= %&3 = Y-8 . Visibility: Public Edit
=t Pamgaph ~ U 2 A-GH O =900 B Pl ivsedatety B2
- If you want to learn more, go to dur contact
i pa:;e. We look forward to hgearing from yo.us . - e
¢. A new window will pop-up.
d. To link to a page internally (one that is already on your website):
1. Click on the page name from the listing (in this case “Contact Us”).
2. Click “Add Link”.

Insertedit link

Enter the destination URL
URL | hittpe#f
Title
=] Open link in a new window/tab

Or link to existing content

Search

No search term specified, Showing recent items.
Bow Hunt Bidding

Annual BBQ and Bam Dance

blog/articles

Adult Activity and Care Program

The Haven Community Center

Contact Us

Cancel

To link to a page externally (one that is not on your site):
Type in URL of outside site within text box that says “URL”.
Click “Add Link”.

Click “Open link in a new window/tab”.
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Insert/edit link

Enter the destination URL
URL | hitps:/www.lacebook.com/yourpagename|

Title
(|| Open link in a new window/tab

Or link to existing content
Search

No search term specifiad. Showing recent items.
Bow Hunt Bidding

Annual BBQ and Bam Dance

blog/articles

Adult Activity and Care Program

The Haven Community Center

Contact Us

Cancel

8. Adding Links to My Content - Continued

a. Your Links will be added (see below).
b. Remember to hit update to save your changes.

4+ New  ViewP riano
{3} Dashboard L Edlt Page — Screen Options Help
s~ Posts
() Media Web Page Title Publish
& Links Permalink: http:havenseniorliving.com/web-page-title/| Edit Save Drat prepe—s
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ED Appearance
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I Settnge Template
Default Template ;|
Order
0
Need help? Use the Help tab in the upper right
of your screen.
Featured Image
$Sel featured image




9. Adding a PDF to My Website

a. Click the “Add Media” Button.

(i} Dashboard
5 Posts
) Media
& Links
|8 Pages

All Pages
Add New

(=) Comments

| Contact

Howdy, Suzi Mariano .

. : Screen Options Help
iL_ Edlt Page Add New

Web Page Title Publish

Permalink: http//havensenioriiving.comAype-page-titie-here/ | Edit e et —
o e Visual | Text Status: Draft Edit

BT wmEfF-«EESELRRY-BH

Visibility: Publlc Et
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You Can Bold the Subhead or Other Important Content|

b. The “Insert Media” menu will pop-up (see below).
c. You can either:

1. Click on “Upload Files” and then “Select Files” to add a new PDF from your computer OR 2.

Insert Media
Create Gallery

Set Featured Image

Insert from URL

Click on “Media Library” to add PDFs you have already uploaded.

Insert Media

Upload Files  Media Library

P

Drop files anywhere to upload

Select Files

Maximum upload file size: BMB.

Insert into page

d. To upload a new PDF, click “Select Files”.
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1. A new window will pop-up - Select the PDF you would like to add - Click “Open”.

: Edit Ps nNno File Upload
% | [} Edit Page « havenseniorliving.co... *
a|» | ::EI:D] mi || @~ || £ wordpress tutorial 3] Q
[ wp-admin/post.php7post=451&action=edit
First » ;": tarves “ e ¥ _i ks FAVORITES Taday Date Modified Size Kind Date Added
(2 Dropbox pdfadded. psd Today 3:44 PM 2.4 M8 Adobe...shop file Today 3:44 PM
[ Al My Files <) pdfaddediomedia.psd Today 3:42 PM 6.4 M8 Adobe..snop file  Today 3:42 PM
- ol Erochure.pdf Today 3:33 PM : Today 3:33 PM
Insert Media © Downloads ¥ Brochure.pdf.zip Today 3:33 PM 82MB  ZIP archive Today 3:33 PM
ﬁ Desktop "2 288 Nebraska Spine Hospital Invoice, pdf May 28, 2013 9:49 AM 61 KB Adobe.. ocument Today 3:31 FM
Upload Files Media Library e e - ruterial-ralagl idlk JToday 2:20 PM 2810 bies InDesia, ock File Today 2:20 PM

2. Your new PDF will be highlighted with a check mark (see below) - Click “Insert into Page”.

Insert Media Insert Media "
Create Gallery Upload Files  Media Library

Set Featured Image
All media items -
| ATTACHMENT DETAILS

Brochure.paf
June 10, 2013
— Delete Permanently

Insert from URL

ATTACHMENT DISPLAY SETTINGS

Link To  Media File |

3. Your PDF has been added to your web page and the PDF will open when visitors click on the link.
4. Remember to click update to save any additions.

) Media Web Page Title Publish
‘f Links Permalink: http:/havenseniorliving.com/web-page-title/| Edit Save Draft Preview
|H Pages () Add Media Visual = Text Status: Draft Edit
::GN: B I wmE - «iEES = -0 B Visibilty: Public Ecit

w

Paagraph + U EA-B B Q -9 @ Iately

(2 Comments [i) Pubish immed| Edit
& Contact View ° re. Move to Trash

5. To add a pdf you have already uploaded go to the “Media Library”, click on “Media Library”.
a. Click on the pdf you would like to upload.
b. It will become highlighted with a check mark.
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c. Click “Insert into Page”.

10. Adding Pages to the Menu/Header of My Website

a. From your dashboard:
1. Hover over “Appearance” link.
2. Submenu will appear, click on “Menu”.

## Dashboard AaQ Screen Options Help
. {5} Dashboard
me
Updates $ ¥
Right Now QuickPress
s~ Posts Content Discussion
) Media O Posts 1 Comment
3y Add Media
& Links 10 Pages 1 Approved
[C] Pages 1 Category O Pending
(= Comments 0 Tags O Spam
&) Contact Theme Haven Custom WP Template with 4 Widgets
ess 3.5.1,
[ig Appearance :»emes ‘ e m
- idgets oot
£ Plugins
s =t 3
&, Users |
Maauiar ! Recent Drafts
Tt Tools Background
Settings il ‘ WordPress Blog
Plugins
Other WordPress News

b. Header Menu will pop-up (See below).

(3} Dashboard — Screen Options ¥ | Help
& Menus
£ Pocts MainMenu
Media Theme Locations Menu Name MainMenu () Automatically add new top-level pages
Links
@ Your theme supports 1 menu. Select which Deiete Menu Save Menu
[C] Pages menu you would like to use.
(& Comments Primary Navigation
| Contact —— | Home Page
i+ Appearance Save
= Location Page
Themes
Widgets i
mg s L Amenities Page
us
Header UAL http://
Background St Senior Links Page
Editor
£% Plugins Add 10 Menu The Haven Community Center Page
Users -
% Adult Activity and Care Program Page
T} Tools Pages
Settings Most Recent  View All  Search Contact Us Page
se menu Bow Hum Bidding
~| Annual BBQ and Bam Dance Annual BBQ and Barn Dance Page
) bloglarticles
Adult Activity and Care Program
) The Haven Community Center
) Contact Us
Senior Links Save Menu
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10. Adding Pages to the Menu/Header of My Website - Continued

1. Click on page to add.
2. Click “Add to Menu”.

3. If you do not see the page you would like to add, click “View All”. This will list all your pages.

4. Click “Save Menu” to save your changes.

[&7 Links

Your theme supports 1 menu. Select which LDeiste Menu
L] Pages menu you would like to use.
(2 Comments Primary Navigation
[&| Contact hoxdinicia] j Home Page
5 Ammres
: Location Page
Themes
Widi H
h;!;‘s Custom Links o =
Header URL http://
Links Page
Background Senior
Label e em
Editor
£ Plugins Add 10 Menu The Haven Community Center Page
=t Aduit Activity and Care Program Page
T} Tools Pages
Settings Most Recent  View Al Search Contact Us —
4, Collapse menu (~) Bow Hunt Bidding
() Annual BBQ and Bamn Dance Annual BBQ and Barn Dance Page v 3
(] blog/articles
(7 Adult Activity and Care Program
(Z) The Haven Community Center
() Contact Us
(C) Senior Links




(i} Dashboard

sr Posts
5 Media
& Links
(C] Pages
( Comments

=| Contact

7 Appearance
Themes

Widgets

Menus

Header
Background
Editor

/& Plugins

&, Users

T} Tools
Settings

4) C

1 # @ Annual BBQ and Barn Dance

&1 Menus
MainMenu
Theme Locations Menu Name MainMenu
Your theme supports 1 meny. Select which Lceolonolend
menu you wouid iike o use.
Primary Navigation
MainMenu -
| Home
Location
Custom Links
Amenities
URL http://
Senior Links
Label Menu ftam
Add to Menu The Haven Community Center
3 Adult Activity and Care Program
Pages
Most Recent  View All  Search Contact Us
() Bow Hunt Bidding
() biog/articles
() Adult Activity and Care Program
() The Haven Community Center
(") Contact Us
() Senior Links
(") Amenities
() Location
1 The Haven Assisted Livina Facility

Select All | Add to Menu ‘ h 2

Screen Options v = Help v

(] Automatically add new 1op-level pages

Page v

Page

Page

Page

Save Menu

3. Your new menu item will be added.

11. Adding Sub-Pages to the Menu/Header of My Website

a. Follow earlier steps to get to your menu.
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1. Click on menu item, hold down and drag to right of parent menu item.
2. Click “Save Menu”.

{5} Dashboard — Screen Options ¥ | | Help v
&7 Menus
ST MainMenu
) Media Theme Locations Menu Name MainMenu () Automatically add new top-level pages
Links
& Your theme supports 1 menu. Select which Do Man| m
[[] Pages menu you would like to use.
& Comments Primary Navigation
< MainMenu
& Contact - Home Page
75 Appearance
Location Page
Themes
Widgets Links
"‘: S Amenities Page
us
Header URL http://
Background Senior Links Page v
Label Menu item
Editor
£ Plugins Add 10 Menu The Haven Community Center Page
Q‘Q" oric Adult Activity and Care Program Page
Ti Tools Pages
Settings Most Recent View All Search Contact Us Page
Collapse menu ) Bow Hunt Bidding
| Annual BBQ and Bam Dance | —> Annual BBQ and Barn Dance Page
blog/articles
| Adult Activity and Care Program
The Haven Community Center
| Contact Us
Sani L 2 —p
| Amenities
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12. Adding Blog Posts to Your Website

a. From your dashboard, click on “Posts”.

72 Dashboard

Home

S— Right Now QuickPress
s Posts | All Posts Discussion

2 Al
) Media iy 1 Comment
Categories @) Add Media

&* Links Tags 1 Approved
) Pages T Category O Pending
 Comments O Tags O Spam

5| Contact Theme Haven Custom WP Template with 4 Widgets

You are using WordPress 3.5.1.

[T Appearance ng Save Draft

Reset

Screen Options. Help

b. The Posts menu will pop-up. There you can:
1. Add a new post. Click “Add New”.

2. Edit a current post. Click on post in listing.

':,;::” Posts  AddNew 4— 1

All Posts All(1) | Draft (1

Add New BukActions  ~| | Apply | Showalidates v| View all categories +| | Finer

Categories

Tags O Title Author Categories
33! Media Enter Post Title Here - Draft h 2 Suzi Mariano Uncategorized
&
&2 Links

[l Pages [ Title Author Categories
(& Comments Bulk Actions j Apply

5| Contact

Tags

Tags

y, Suzi Mariano .

Screen Options

Help

Search Posts

@ @ 1item

Date

2013/06/08
Last Modified

Date

1 item

2. Type your blog post content.
3. Click “Publish” to save your blog post.

havensenioriiving.com e + Howdy, Suzi Mariano .
¢} Dashboard N Screen Options Help
s Add New Post

< Posts

1 Pos Enter Post Title Here <1 Publish

Add New Permalink: hitp:/havenseniorliving.com/enter-post-titie-hereg/| Edit Save Draft Preview
Categories -

Togs B AW visual | Text Status: Draft Edit

g

5 Media B I = =} « == = =Y-8 8 Visibility: Public Edit
& Links Paagaph - U EA-BERQQ D @ {8 Publish immediately Ecit

() Pages Type Blog Post Content here. | <= o TP, m
(=) Comments 3 j

&| Contact

Format

c. Then your new/current post will pop up. Add your post content.
1. Type your blog post title.
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