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Log In to your Website & Admin Area  
To add, change and delete the content in your WordPress website you will need to log in to the admin area. 
Start by opening two browser windows or two tabs in one browser window in either Internet Explorer or 
Firefox. This will make it easier to see the changes as you make them.  You will receive your log in information 
from the website administrator. In your first window or tab type the name of your website, the website for this 
example is www.wordpress-webs.com.  
 

 
 
To get to the admin area - in your second window or tab type the name of your website plus /wp-admin – in this 
example it’s www.wordpress-webs.com/wp-admin. You will then log in with the username and password the 
website administrator has given you. 
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WordPress Dashboard  
After you log in you will see the Dashboard with all options. The list of options on the left side of the screen are 
the ones you will use most often.  

·  Posts – this is used for the standard blog entries. Frequent blog entries will help draw traffic to your 
website. Posts automatically appear in reverse chronological order. 

·  Media – this is your library of images, music or videos. 
·  Links – this is for your links to external websites. 
·  Pages – this is to create static web pages for your site. It is typically used for the Home page, About Us, 

Contact Us, etc. 
·  Comments – this is where you will approve or delete comments that people make about your blog 

entries. There are many spammers who send fake comments, many times their email address will end in 
.ru (Russia). Delete these entries.  
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WordPress Posts & Pages 
As you can see below there is very little difference between Posts & Pages in adding, changing & deleting 
items. When you hover your mouse over an item you will see a submenu display below the title that shows 
“Edit | Quick Edit | Delete | View”.  Edit  is the one you will use the most. 

·  To edit an item click on the post or page title or on the “Edit ” link. To edit multiple items click in the 
checkbox in front of the item then click on the down arrow next to the words “Bulk Actions” and click 
“Edit ”. There are only a few fields you can change but is helpful if you need to add a new category. 

·  To delete the item, click on the “Delete” link. You will be asked to confirm your delete. To delete 
multiple items click in the checkbox in front of the item then click on the down arrow next to the words 
“Bulk Actions” and click “Delete”. 
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Add a Post or Page 
If you want to add a post or page click on the Add button under the Post or Pages button. In the graphic below, 
under “Add New Page” type the name of the page as you want it to appear on the website (Home, About Us, 
etc.) 
 

 
 
On the right side of the page you will see the word Order  with a 0 under it. This is what determines the display 
order of pages on the website. Home is always 0, I usually number them in increments of 10. Since there were 
already four pages on this site I numbered this one 50.  Scroll down further and uncheck the box “Allow 
Comments” 
 
When you have finished making changes to your page, click on the Publish button. This will make the page 
immediately available on the website.  
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Edit a Post or Page 
To change existing posts or pages first click on the Posts or Pages button (left side of screen) and then select 
the item you want to change. For example, under “Pages”, to change the “Test Drive WordPress” page either 
click on the title or the word Edit  underneath the title. 
 

 
 
Now you can change the text and add pictures, etc. Notice the two rows of buttons above the text. These will 
allow you to do some basic formatting. If you hover your mouse over the buttons it will give you a description 
of their function. The font and the font size are controlled by a stylesheet so you don’t normally need to format 
them. On the graphic below you can see the mouse hovering over a blue icon. This is the full screen toggle 
button and will let you work in a bigger window. Above that button you will see two tabs – Visual & HTML . 
You should normally work in the “Visual” window. 
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Adding Text to a Post or Page 
Type some text in the text area and then click the “Update Page” button on the right side.  
 

 
 
Now switch windows or tabs to your website & click the Refresh button or press F5 to see the changes. 
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Adding a Graphic to a Post or Page 
Place your cursor where you want to add a graphic. Click on the “Add an Image” button next to 
“Upload/Insert” as shown below. 

  
 
Notice at the top you have three choices – “From Computer” (this is your PC), “From URL ” (not normally 
used) and “Media Library ” (items you have already uploaded to the website). Under “From Computer” click 
on “Select Files”.  If you have problems uploading try the link “Browser uploader”. 
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Find the picture you want to upload, click on it and then click on open. You will see the picture being uploaded.  

  
 
Once the file has been uploaded you will see the following screen. It is a best-practice to give the graphic a 
Title , Caption and Description. Select the Alignment for your graphic and also the Size you want displayed.  
If you use “Thumbnail ” for the size & want to be able to click on the picture to see a larger image click on 
“File URL” and it will fill in the name of the larger version of the graphic. 
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When you are back to the Edit Page, click on “Update Page” and then switch to your website and press F5 or 
the Refresh button.   Notice when you hover your mouse over the picture the Title displays and underneath the 
picture is the caption. If you do not want a caption with your picture leave that field blank. If you click on the 
picture you should see the larger image.  
 

 
 
Go back to “Edit Page” if you need to make changes to the graphic after it is embedded in your page. Click on 
the picture and then click on the “Edit Image” button. 
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Now you can change the size, alignment, captions, etc. When you are done making changes on this page click 
on the Update button at the bottom of the page. Click on the “Advanced Settings” link at the top 

 
 
You will see the “Advance Image Settings”. Scroll down to the bottom of the page where you will see “Open 
link in a new window”. If you click in the check box next to those words it will open your larger graphic in a 
new window which is a good thing to do so people don’t navigate away from your website. Click Update when 
you are done. 
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Add Links in a Post or Page 
Select the text you want for the link. The easiest way to add a link to a document like Word, Excel, PDF, etc. is 
to select the file like you would a graphic by clicking on the “Add an Image” button.  
 

 
 
In this case the PDF file is already uploaded so clicking on the “Gallery” tab will show you the uploaded items. 
Click on “Show” to see the PDF file. 
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The Title should be whatever you want displayed on your page, in this case, “PDF file” When you are done 
click on “Insert into Post”. Click on “Update Page” to save your work. 

 
 
To have the link open in a new window highlight the text and then click the “Insert/edit link” button. 
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Click on the “Open in new window (_blank)” target and click “Update”.  Click “Update Page” 

 
 
 
Go to your web page and press F5 to see your changes. 

 



How To Add/Modify Content In Your WordPress Website 

8/17/2009  Page 14 

The Toolbar 
This is the toolbar you will use to format, add media, etc. If you hover your mouse button over each item it will 
show a description of the button. Following is information about some of the buttons. 
 
First, if you don’t see two rows of buttons, click on the “Show/Hide Kitchen Sink”. 

 
 
Many times you will want to copy text from a Word document and paste into your website. At times, the 
formatting from your Word document will cause problems with the way your text is displayed. The easiest way 
to remove the formatting is to highlight the text you want to remove formatting from and click the “Remove 
Formatting” button. 

 
 
 
Some of the other formatting icons: 
 
Format lets you select pre-defined font & font size designed for headings & paragraphs.  These can be changed 
but the Stylesheet has to be modified to do this.  
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Comments 
 
To see what comments you have waiting click on the “Comments” button on the left side. When you hover your 
mouse over a comment you will see the options “Approve | Spam | Delete | Edit | Quick Edit | Reply” If the 
comment is legitimate you can Approve it and it will show up under your post on the website. You can also Edit 
the comment if there is something you wish to remove (for example if it’s a nice comment but someone used a 
swear word & you don’t want that to show).  You can also Reply to the comment if it’s a legitimate comment. 
Unfortunately spam comments show up quite frequently. The Plugin Akismet is the best defense against spam 
comments. It can be activated by the website administrator. Occasionally, however, spam comments will slip 
through Akismet and you will need to delete them.  
 

 
 
 


