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Welcome

It might be easierto saywhat this guide isn’t, rather than what it is. It isn’tan in
depth look at every single function available within the WordPressdashboard.
Nor is it a guide to help you develop or modify WordPressthemes. My aim is to
create a simple WordPressguide that will help you to getan understanding of how
you use the various features within the WordPress Dashboard to keep your site or
blog updated.

If you’re looking for more in-depth knowledge, there are heapsof articlesin the

that gointo more detail. Thisis great if you want to getreally
involved in developingyour own WordPresstheme or modifying your site with
plugins, but it can be a bit daunting for those userswho just want a simple guide
to using the Content Management side of WordPress or just need to update their
site pagesevery so often.
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Introduction

WordPressis an software systemused by millions of people around
the world to create beautiful websitesand blogs.It is completely customisable by
the use of and

“WordPress is web software you can useto create a beautiful
website or blog. We like to say that WordPress is both free
and priceless at the sametime.”

Themescan be easily downloaded from the official WordPresssite or from
hundreds of other placesaround the web. The same goeswith plugins, which are
usedto extend the functionality of your WordPresssite.

As well asbeing a fantastic blogging and content management system,one of the
huge benefits is the wealth of information out there. There’sa great community of
people behind the design & development of the WordPress system itself. People
from all over the world contribute their time, knowledge and skill to keeping
WordPress updated and secure.

There’s also a huge number of designers,developers & bloggers who share their
knowledge through blog posts,tutorials, reviews, videos and the creation of
thousands of themes & plugins.

WordPress powers a staggeringamount of websites. In fact, it powers over 43% of
the whole web! Everything from personal blogsto large corporate websites. The
following are just a very few examplesof the millions of diverse sitespowered by
WordPress...

Ladybird Education —
The Ladybird Education site,is an international resource of teaching materials to
help schoolchildren learn English.

University of Melbourne —

At the University of Melbourne, we use WordPressfor sitesthat don’t need
significant custom features, but do need to be easyto update, and quick to publish.
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The JaneGoodall Institute —

The JaneGoodall Institute promotes understanding and protection of great apes
and their habitat and builds on the legacyof Dr. JaneGoodall,to inspire individual
action by young people of all agesto help animals, other people and to protect the
world we all share.

Snoop Dog —

Multi-platinum artist, actor, philanthropist and entertainment icon SnoopDoggis
at the forefront of popular culture with award-winning albums and songs,hit
television shows, films, lifestyle products, philanthropic efforts, and digital
ventures. SnoopDogghasreigned for more than two decadesasan unparalleled
musical force who hasraised the bar asan entertainer and globally recognised
innovator.

The Official Star Wars Blog —

Star Wars is an American epic spaceopera franchise conceived by Georgelucas.
Thefirst film in the franchise was originally releasedon May 25,1977,by 20th
Century Fox,and became a worldwide pop culture phenomenon. StarWars is one
of the most popular movie seriesof all time and the series’official blog is powered
by WordPress.

thisisFINLAND -
thisisFINLAND forms an attractive window on Finland for everyoneinterestedin
the country, its culture and its people.

The Obama Foundation —
The Obama Foundation was establishedin January 2014 to carry on the great,
unfinished project of renewal and global progress.

The National Puerto Rican Day Parade —
The National Puerto Rican Day Parade in NYCis the largest parade in the United
States.
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Before you can make any changesto your site, you will need to login. The login

for your siteis typically found at the following URL- http://your-wordpress-
site.com/wp-admin. Obviously, replace your-wordpress-site.comwith your actual

domain name.

Username or Email Address

Password

W

Remember Me m

Privacy Policy

There are exceptions to this of course. For instance, your WordPress setup maybe
installed in a subdirectory. For most standard setupsthough, you’ll find the above
should work.

You can login to your Dashboard using either your Usernameor your email
address associatedwith your account.

You can click on the ‘eye’icon in the Passwordfield to reveal the password that
you entered, if you'd like to make sure you typed it correctly.

If you’ve lost your password, or just can’t remember it, click the Lost your
password?link. You’ll be prompt to enter your username or email addressand
after clicking the GetNew Passwordbutton, you’ll receive an email with
instructions on how to resetyour password.
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If your site has multiple languagesinstalled, the login screennow shows a
dropdown field that allows you to switch languages.Simply selectone of the
available languagesand click the Changebutton next to the dropdown field.

W,

Identifiant ou adresse e-mail

Mot de passe

L)

Se souvenir de moi m

E'n Frangais w Modifier

At the moment, this languageselectorwill only changethe languagewithin the
Login form. Onceyou’ve loggedinto your site,the Dashboard will still display in
the default site language. To actually changethe language used within the
Dashboard, edit your UserProfile by clicking on the Your Profile link underneath
the Usersmenu option in the left-hand navigation. On your Profile page,selecta
languagefrom the available options in the Languagedropdown, and then click the
Update Profile button at the bottom of the pageto saveyour changes.
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= Comptes

Lever du soleil
Tous le tes _
Ajouter
Profil
Raccourcis clavier Activer les raccourcis clavier pour la modération de commentaires. Plus d'informations (en anglais)
# Outils
Réglages Barre d'outils | Afficher la barre d'outils lorsque vous visitez le site
[G GenerateBlocks
~ Langue Bi3 Frangais ~ o Language Selector
Reduire le menu
N Select a language from the
w2l dropdown or select the site
default to use the site's default
langauge. o
Identifiant 2lbela e e e

If your website doesn’thave any other languagesinstalled and is simply using the
default English (United Kingdom),then the language selector will not be displayed on
the Login screenor on your Profile pagewithin the Dashboard. If you're a Site
Administrator and you wish to add alternate languagesto your site, you can do

this by selecting a new Site Language on the Settings > General page.
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Dashboard

Onceyou’ve loggedin, the WordPress Dashboard appears. This is your main
administration homepage.At the very top of your Dashboard (and acrossevery
page)you will seethe name of your sitein the header area. In the example
screenshotbelow (and throughout this documentation) the site name is Your
WordPress Site. This is also hyperlinked to your site'shomepage. You will also see
the name of the person who is currently loggedin (e.g.JoeBlogg).Move your
cursor over your name to reveal the Log Out link aswell asa link to edit your
Profile.

When new or updated features are introduced into WordPress,you’ll be shown a
New FeaturePointer. This is simply to bring to your attention some feature within
the Dashboard that’s been added or updated. In the following Dashboard image,

the New Feature Pointer is highlighting the updated Toolbar. Click Dismissto hide
the pointer.

W @ Your WordPress Site W 4+ New Howdy, Joe Blogg |.!

This is the name of your site We‘ve combined the admin bar and the old raft
It's also linked to your homepage. Dashboard header into one persistent toolbar. This is the name of the person
Your site  Hover ower the toolbar items to see what's new. who is currently logged in.

are still s |

L performe Dismiss

07 Media Good :
Take alook atthe 5 j = S
@ Pages screen. @ Admin Feature Pointer

¥ Ccomments

This is a New Feature Pointer. It highlights

At a Glance new WordPress features. Here, it's pointing
Appearance to the WordPress Toolbar.
X ) A a4 Posts W 37 Page
¢ Plugins
B 32 Comments
Users Your Recent Drafts View all drafts
WordPress 6.2 running Twenty Twenty One Child theme. L o e
' Tools A Classic Editor page December 11, 2022
7 To be the first to enter the cosmos, to engage,.
Activity AW A Spaceflight September 7, 2014

The sky is the limit only for those who aren't...

Publishing Soon

Block Directory November 28, 2022

Jan 1st 2025, 12:00 pm  Scheduled The voyage had begun, and had begun happily with a...

On most pages,just below your Username there are a couple of small inverted
tabs. One called ScreenOptions and another called Help. Clicking either of these
links will causea panel to slide down from the top of the page.The Help link, not
surprisingly, displays some help information. The ScreenOptionslink will display
various options that allow you to configure what is displayed on the current page.
The details in this panel changedepending on what pageyou’re currently
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viewing. As an example, on your main Dashboard pagethe ScreenOptions allow
you to setwhich panels you'd like displayed on the page.

Dashboard Menu Options

Down the left-hand side of the Dashboard and on every pageyou will seeyour
main navigation menu. Thisis where you’ll find all the options to update and
configure your site.

Hovering your cursor over eachof the main menu options will display a ‘fly-out’
menu with the various choicesfor that particular menu option. Onceyou click
eachof the main menu options, that particular menu will expand to show all the
available options within that section (if there are any).

@ @ Your WordPressSite B8 0 4 New Howdy, Joe Blogg |}

@ Dashboard Dashboard

Home

Site Health Status L Quick Draft W
Updates

Your site's health is looking good, but there Title

o Posts All Posts are still some things you can do to improve its
performance and security.

07 Media

Take a look at the § items on the Site Healtt Content
] Pages i screen What's on your mind?
¥ Comments
# Appearance
- : Save Draft
& Plugins 3 Hovering your cursor over each of
- Users .'he mdlr;”' menu options will display a Your Recent Drafts View all drafts
word fly-out” menu
F Tools Spaceflight September 7, 2014

The sky is the limit only for those who aren't...

Settings Activity AW A A Classic Editor Gallery September 12, 2021

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

(]

Dishlichina Sann

The main menu options and their usageare:

Dashboard

This will display your main Dashboard ‘homepage’.In the top left of your
Dashboard you’ll seesome brief statson the number of Posts,Pagesand

Comments. If you have the anti-spam plugin activated, you’ll also seethe
number of or comments awaiting moderation.
Posts

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

This is where all your uploaded images,documents or files are stored. You can
browse through your Media library, aswell asedit and update the files.

Pages

This is where you create and maintain all your Pages.

Comments

You can manage all your Commentswithin this section,including replying to
comments or marking them asspam.

Tools

This section gives you accessto various convenient tools such as options to import
and export data to/from your WordPress site. You can alsorun a Site Health check,
which showscritical information about your WordPressconfiguration and any
items that may require your attention.
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At the bottom of the menu you'll seea link called Collapsemenu.Clicking this will
hide the menu and simply display their icons instead. Click the small arrow icon
again to expand the menu.

Occasionallywhen you install a plugin, they will have their own configuration or
setup pages.Thelocation of thesewill be entirely dependent on the individual
plugin but most times thesepageswill either appear within the Tools section,the
Settingssectionor in a completely new menu sectionsomewhere within the
menu.

Toolbar

The WordPress Toolbar is a way of easily accessingsome of the most common
WordPress features. When you are loggedinto your WordPress dashboard and
you visit your website,you will seethe Toolbar running acrossthe top of your site.
This bar only appearsif you are currently loggedinto your WordPresssite,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 B8 0 4 New (& Edit Page Howdy, Joe Blogg |} | Q

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

®SITE 00

YOUR WORDPRESS SITE

Just another WordPress site

Home About The Tests + Blog

The Toolbar allows you to quickly accessthe following commonly used features.

« Visit the WordPress.orgwebsite, Codexor Support forums
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« Display your site Dashboard and other commonly used menu options that
allow you to update your site Themes,Widgets and Menus

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

« View or Edit your blog comments

« Add a new Post, Media, Pageor User
- Edit the current page

« Perform a site Search

« View or Edit your Profile and logout from the WordPressDashboard

Hiding the Toolbar

You can stop the Toolbar from displaying by modifying the preferences associated
with your Profile. Simply click on the Userslink in the left-hand navigation to
display the list of Users.From this list of Users,click your user name or click on
the Editlink that appearsbeneath the user name when hovering your cursor over
eachrow. Alternatively, click on the Your Profile link underneath the Usersmenu
option in the left-hand navigation or within the fly-out menu.
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# Your WordPress Site + New

% Dashboard Profile

# Posts Personal Options

41 Media

B Pages Visual Editor

Comments
Syntax Highlighting

Appearance

i Plugins Admin Color Scheme

Users
All Users

Add New

Profile

4 Tools

Settings

Keyboard Shortcuts

Toolbar

Name

Howdy, Joe Blogg |}

Disable the visual editor when writing

Disable syntax highlighting when editing code

®) Default Light Modern Blue

I | L
Coffee Ectoplasm Midnight Ocean

| Il ..

You can hide the Toolbar on your
website by unselecting the

checkbox. nent moderation. More information

v| Show Toolbar when viewing site

Help *

When editing your Profile there is a Toolbar option asshown in the screenabove.

« Show Toolbar when viewing site —Checkingthis box will displaythe
Toolbar at the very top of your website (only for the person who is currently

loggedin)
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Posts versus Pages

WordPress is built around two basic concepts. Postsand Pages.Postsare typically
blog entries. A series of articles, listed (usually) reverse-chronologically. Pagesare
used for more static content (i.e. content that doesn’t change or changes
infrequently). An ‘About us’ pageis an example of a Pageon a typical website. In
most casesyou’ll find that the content in the ‘About us’ pagedoesn’t change all
that frequently.

Now, you might be thinking, “but | don’t need a blog”. This might be true, but you
can also use the blog conceptif you have a site where you need to display your
‘latestnews’ or even just company updates.Basically,any information that gets
updated on a semi-regular basiscan benefit from the ‘blog’ functionality. Whether
that’s a traditional blog, your company’s ‘latestnews’ or even just your own
personal updates.

Posts

After clicking on the Postsmenu option you'll be shown a list of Poststhat your
site contains. Among the information displayed is the Posttitle, the Author,
Categories, Tags, No. of Comments and either the Date Published, Date Scheduled
or the Date the Postwas Last Modified. The Postsscreenwill look similar to the
screen below.
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@ & Your WordPress Site + New View Posts Homnly, Jou Nogy |

= Screen Options * Help *
@ Dashboard Posts | Add New
A Posts All {45) | Mine (42) | Bublished (43) | Sticky (1) | Scheduled (1) | Draft (1) Search Posts |
All Post Bulk Actions ies ~ All formats Filter 45 items 1 uf3|. ] H »‘
S o Posts s
Add New Title Categories Tags L] Date
Categories Advises total number of Posts, how
Scheduled- many are Mine, Published, Sticky, Unpublished content - Scheduled
ing Scheduled, in Draft or in the Trash 2020/01/01
n .
+] Media Spaceflight Joe Blogg Uncategorized chattels - Published
I Pages Edit Quick Edit Trash View 2014/09/07
¥ Comments LEGO Timelaps o Posts Uncategorized — - Published
2014/06/20
Appearance N I ST
Ellie Goulding- Hovering the cur sor over_ednh row Uncategorized _ _ Published
& Plugins will show you various options you 2014/05/20
- can perform
Users Hello world! = antiquarianism, Blogroll  tag?, tag2, tag3 n Published
& Tools 201311/30
Settings Draft — Draft Joe Blogg Unpublished contant Last
Modified
ollapse ment 2013/04/09
Q Posts
Joe Blogg championship — — Published
104/
Perform actions on mulitple Posts at once 2013/04/08
by selecting the appropriate checkboxes & ;
then choosing an action from the Bulk Joe Blogg Markup content, css, formatting, — Published
E J | :
Actions dropdown & clicking Apply it maxip 203/09/M
Markup: Image Alignment Joe Blogg Markup alignment, captions - Published
content, css, image, 2013/01110

markup

At the top of the pageyou can view how many Postsin 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 eachrow, a few links will appear beneaththe
Posttitle.

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

» Quick Edit —Allows you to edit basic Postinformation such asTitle, Slug,
Dateplus a few other options

« Trash —Will sendthe Postto the Trash. Oncethe Trash is emptied, the pageis
deleted

« View —Displaysthe Post.If the Posthasn’t been published yet, this will say
Preview

Crafted by Maddison Designs . Page: 24

Easy WP Guide for WordPress 6.2 .



Next to each Posttitle is a checkbox. This allows you to perform an action on
multiple items at once. You simply check the Poststhat you would like to affect
and then from the Bulk Actionsdropdown selecteither the Edit option or the
Moveto Trash option and then click the Apply button. The Edit option will allow
you to edit the Categories,Tags,Author, whether to allow Comments and Pingsor
not, the Statusand whether or not the Postsare ‘Sticky’. The Move to Trash option
will move the selecteditems to the Trash.

You can alsofilter the pagesthat are displayed using the dropdown lists and the
Filter button.

Clicking the ScreenOptionsbutton at the top-right of the screen allows you to
change how the Postslist is displayed. Click the List View option to display the
postsin the traditional List View or click the ExcerptView option to display a short
excerpt from the Postunderneath the Posttitle. You can also hide various columns
from view if you don’t want to seethem. Clicking the Apply button will saveyour
changes.

Pages

After clicking on the Pagesmenu option you'll be shown a list of Pagesthat your
site contains. Among the information displayed is the Pagetitle, the Author, No. of
Comments and either the Date Published or the Date the Pagewas Last Modified.
The Pagesscreenwill look similar to screen below.
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@ & Your WordPress Site + New Howdy, Jos Bogy |

Screen Options * Help *
@ Dashboard Pages | add New
# Posts All (28) | Mine (27) | Published (25) | Drafts (3) | _ | Search Pages
87 Media I Filter 28 items 1 | of 2| » |
Il Pages Author L ] Date
Advises total number of Pages &
All Pages how many are Mine, Published or in Joe Blogg - Published
Add New Draft 2018/12/01
¥ Comments Blog — Posts Page Joe Blogg Published
2011/05/20
» Appearance =
Contributors Luke Skywalker - Published
K¢ Plugins 201312/15
; Users Gutenberg Joe Blogg Published
" Edit Quick Edit Trash View 2018/0818
4 Tools
Settings Gutenberg Blo ° Pages Joe Blogg Published
2018/10/29
o _
Privacy Policy. Hovering the cursor over each row Joe Blogg =0 Published
will show you various options you 2018/07714
can perform
Sample Blocks Joe Blogg - Published
2018/12/01
Pages
O Joe Blagg — Published
2013/11/30
Perform actions on mulitple Pages at once
by :eIeLLing the ap prppriate Lht—.mk_bcxeb & Joe Blogg e Last
then choosing an action from the Bulk Modified
Actions dropdown & clicking Apply 2019/10/03
Some Title — Draft Joe Blogg — Last

At the top of the pageyou can view how many Pagesin total you havein your site,
how many have been published by yourself or how many are Publishedor in
Draft.

When hovering your cursor over eachrow, a few links will appear beneaththe
Pagetitle.

- Edit —Will allow you to edit your Page.Thisis the same asclicking on the
Pagetitle

« Quick Edit —Allows you to edit basic Pageinformation such asTitle, Slug,
Date plus a few other options

« Trash —Will sendthe Pageto the Trash. Oncethe Trash is emptied, the page
is deleted

« View —Displays the Page.If the Pagehasn’t been published yet, this will say
Preview
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Next to each Pagetitle is a checkbox. This allows you to perform an action on
multiple items at once. You simply check the Pagesthat you would like to affect
and then from the Bulk Actionsdropdown selecteither the Edit option or the
Moveto Trash option and then click the Apply button. The Edit option will allow
you to edit the Author, Parent, Template, whether to allow Commentsor not and
the Statusof each of the checkeditems. The Move to Trash option will move the
selecteditems to the Trash.

You can alsofilter the pagesthat are displayed using the dropdown list and the
Filter button.
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Adding your Site Content

Adding content to your site is an easyprocessno matter whether you’re creating a
Postor a Page.Theprocedure for both is almost identical. Apart from how they
display on your site,which was described earlier, the other main difference is that
Postsallow you to associate and whereas Pagesdon’t. What's the
difference between categoriesand tags?Normally, Tagsare ad-hoc keywords that
identify important information in your Post(names,subjects,etc)that may or may
not recur in other Posts,while Categoriesare pre-determined sections.If you
think of your site like a book, the Categoriesare like the Table of Contentsand the
Tagsare like the terms in the index.

In WordPress5.0,a brand-new editing interface was introduced. The new editor is
called the Block Editor, although you may also know it by its development
codename, Gutenberg. The editing interface has been rebuilt to make it easierto
create media rich Pagesand Postsand to provide you with more flexibility.

The Block Editor is now the default editor whenever you're creating a new Pageor
Post.However, if you wish to continue to usethe old (TinyMCE) ClassicEditor, you
can do so by installing the . The ClassicEditor plugin will
allow you to disablethe new Block Editor and instead,will provide you with the
same editing interface that you've been using prior to WP 5.0. The ClassicEditor
plugin can be downloaded from the Plugin Directory on the WordPress.org
website, or you can install it directly onto your site using the Plugins > Add New
menu option and then typing in ‘ClassicEditor’ (without the quotes)in the Search
plugins...field.

If you find that your theme doesn'twork properly with the new Block Editor, or
maybe some of your existing plugins don't work asexpected,then it's highly
recommended to install the ClassicEditor plugin to revert the editor back to the
sameinterface you were using prior to WordPress5.0.If, sometime in future, you
changethemes or plugins and decide you want to use the new Block editor, then
you can simply deactivate the ClassicEditor plugin.
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Classic Editor

The ClassicEditor, also known asthe Visual Editor or TinyMCE Editor, is the
default editing experience that came with WordPressprior to version 5.0.
Although it's simple in its nature, it has powerful word processingcapabilities.
Much like a regular word processor,it hastoolbar buttons that allow you to Bold

( Paragraph

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

(= = ) or even changethe colour of your text. You can even use most of the
basic keyboard shortcuts usedin other text editors.

On top of word processingfunctionality it's easyto embed content such as Twitter
Tweets, YouTube and Vimeo videos, and dozens of other types of content. It's also
extremely easyto add imagesand other media into your content, it allows you to
easily strip formatting when pasting text into your content with the Pasteastext

button ( hd ), and you can also insert special characters like %, /2, %, ©, €, Metc.,
(f2)

The ClassicEditor it is perfect for when you have text heavy content and just need
a simple editing interface.

with the Specialcharacter button

Sincethe the Block Editor is now the default editor within WordPressyou’ll need
to install the to be able to use the old (TinyMCE) Classic
Editor. The ClassicEditor plugin will allow you to disable the new Block Editor
and instead, will provide you with the sameediting interface that you've been
using prior to WP 5.0. The ClassicEditor plugin can be downloaded from the
Plugin Directory on the WordPress.orgwebsite, or you can install it directly onto
your site using the Plugins > Add New menu option and then typing in ‘Classic
Editor’ (without the quotes)in the Searchplugins...field.

Adding a New Page

To add a new Page,hover your cursor over the Pagesmenu option in the left-hand
navigation menu and in the fly-out menu, click the Add New link. Alternatively,
click the Pagesmenu 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 pagesimilar to
the image below.
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@ # Your WordPress Site + New Hosady, Jou Blogg |

Screan Options ¥ Help ¥

@ Dashboard Add New Page
A Posts Add title Publish v A
21 Media ) X

Save Draft Preview
|M Pages

5 0 Add Madia ] vica s T Status: Draft Edit
All Pages J £ Te
Eon e P = % Visibility: Public Edit
Add New Paragraph v B I = = 66 E = = £ = Iﬁ|
: A = = [l Publish immediately Edit

¥ Comments e s Rl Lt L]

Publish
¢ Plugins 0 Publish Panel e

Your Page can be styled using the various

Users menu bar buttons. These buttons are also used
to add links, upload & insert images, media files Once your content is added, you
Tools & other documents. Using the Visual & Text can publish your Page or save itas a
. tabs, you can switch between the Visual editor draft b
Settings or the HTML editor.
Template

Default template v

Order
0
@ caitor
Word count: 0 MNeed '\i-.'.lp? Use the Help tab above the
This is the Editor where your Page screen title
content is added
Featured image AW a

Set featured image

Adding a New Post

To add a new Post,hover over the Postsmenu option in the left-hand navigation
menu and in the fly-out menu, click the Add New link. Alternatively, click the
Postsmenu option and then click the Add New link underneath, or the Add New
button at the top of the page.You will be presentedwith a pagesimilar to the
image below.
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# Your WordPress Site + New

Dashboard Add New Post

e Add title

_q; Add Media ]

Paragraph B I : : K = = = (,ﬁ T} IE‘
Media we — A v B O D ¥E B [ 7]

Pag

Comments

Appearance

Plugins
other documer
Users you can switch
HTML editor.

* Tools

Settings

Word count: 0

Crafted by Maddison Designs .
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Your Post can be styled using the various menu
bar buttons. These buttons are also used to
add links, upload & insert images, media files &
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between the Visual editor or the

o Editor

This is the Editor where your Post
content is added
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Adding Contentwith the Visual Editor

The editor usedto enter content into your Pageor Postis very easyto use. It's
much like using a regular word processor,with toolbar buttons that allow you to

Paragraph

Bold ( B ) or ltalicize ( I ) text or enter in Headings ( M ) or bullet

points ( '~ — ). You can even use most of the basic keyboard shortcuts usedin
other text editors. For example: Shift+Enterinserts a line break, Ctrl+C/Cmd+C=
copy, Ctrl+X/Cmd+X = cut, Ctrl+Z/Cmd+Z = undo, Ctrl+Y/Cmd+Y =redo, Ctrl+A/

Cmd+A = selectall, etc. (use the Ctrl key on a PCor the Command key on a Mac).

When adding content to your page,the Visual Editor expands to fit your content,
rather than simply scrolling. On top of that, no matter how tall the Visual Editor
becomes,the toolbar buttons will be available at all times by sticking to the top of
the page.

By making use of special keyboard shortcuts, adding content is now even easier.
When you want to add different size headingsto your content, rather than having
to selectthe heading sizefrom the toolbar dropdown you can now start a line with
two or more hashtags (#) and once you hit Enterto goto the next line, the Visual
Editor will automatically convert your text to the appropriate heading. Like
headings, you can alsouse* or -to create an unordered list, using 1. will start an
ordered list, and > will create a blockquote.

The complete list of keyboard shortcuts available are asfollows;

« * —Startan unordered list
» -—Startan unordered list
« 1. —Start an ordered list

« 1) —Startan unordered list
o ##—H2

o ### - H3

o #H##HE - H4

o HHHHHE - HS

o #HHH#HH#H# — H6
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« >—Add a blockquote
« ---— Add a horizontal line

« ... —Converttextinto codeblock (replace.. with your text)

Visual Text
At the top of the editor there are two tabs, Visual and Text ( ) )-

Theseswitch the editor view between the Visual Editor and the Text editor. The
Text view will enable you to view the HTML codethat makesup your content. For
the more experienced usersthis can be helpful at times but for those not familiar
with HTML tags,it’s not recommended.

When creating a new Pageor Post,the first thing to do is enter in your title in the
top entry field where it saysAdd title. After moving the cursor down to the editor a
new is created for your page.Permalinks are the permanent URL’sto
your individual Posts,Pages,Categoriesetc.. Though not usually necessary, you
can manually edit your permalink by clicking the Edit button next to it. Once
you’ve modified it, click Ok to saveor Cancelto cancel your changes.

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

formatting buttons. Clicking the Toolbar Togglebutton (=) will show or hide a
secondline of formatting buttons which givesyou extra functionality. The editor
buttons perform the following functions:

07 Add Media | Add Media —Usedto upload and insert media such asimages,
audio, video or documents

Paragraph ¥ Gtyle —Usedto format the Pagetext based on the styles used by
the current Theme

B Bold —Bold text
T Italic —Italicise text
i Bulleted List — Createan unordered (bullet point) list

= Numbered List —Createan Ordered (numbered) list
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(€ Blockquote —Usedasa way of showing a quote. How this looks
will be entirely dependenton the Theme that your siteis
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 —Usedto createan html link to another page
or website. If no text is selectedfirst, the URL that you enter
will alsobe usedfor the link text

Insert Read More tag —Inserts the More taginto your Page.
Most blogs only display a small excerpt of a Postand you’re
required to click the Posttitle or a ‘Readmore...’ link to
continue reading the rest of the article. When you insert a
‘More’ taginto your Post,everything prior to the tagis
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 —Usedto show or hide the secondrow of
formatting buttons on the editor toolbar

-

-’ Distraction Free Writing —Clickingthis button will enlarge
the editor sothat it fills the browser window. Clicking the Exit
fullscreenlink atthe top of the screenwill reduce it back to its
original size

LY

i Strikethrough —Add a strikethrough to your text
— Horizontal Line —Insertsa horizontal line into your page

A Text color —Useto changethe color of text
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ﬁ Paste as text —Copyingand pasting text from other sitesor
word processorssometimes leavesthe text formatted
differently to what you were expecting. Thereasonfor this is
that quite often the html tagsor codesthat formatted the
original text are pastedalong with the text itself. To avoid this,
PasteasText will strip all theseformatting and html tags.The
Pasteas Text option acts like a toggle,staying on until you turn
it off by clicking the button again or until you saveyour page
content

Clear formatting —Usethis to remove all the formatting (e.g.
Bold, Underline, text color etc..)from the highlighted text

O BN

Special character —Usedto insert special characters not easily
accessible via the keyboard (e.g. s, /2, %,©, €,0 etc..)

Decrease indent —Removesone level of indenting

ik
[L]]

Jill
£ 3

Increase indent —Indents text by one level
Undo —Undo your last action
Redo —Redoyour last action

© Keyboard shortcuts —Displaysinformation about the
WordPressVisual Editor along with keyboard shortcuts

visual  Text Visual/Text —Switchesthe editor view between the Visual
Editor and the Text editor. The Text view will enableyou to
view the HTML codethat 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

Switching to the Text Editor

v |  Text
At the top of the editor there are two tabs, Visual and Text ( o 2k ).

Theseswitch the editor view between the Visual Editor and the Text editor. The
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Text view will enable you to view the HTML codethat makes up your content. For
the more experienced usersthis can be helpful at times but for those not familiar
with HTML tags,it’s not recommended.

The Text editor is much like the Visual Editor, only not asintuitive. The numerous
formatting buttons provide you with basicHTML formatting capabilitieswhen
editing your Pageor Postcontent.

i @ Your WordPress Site + New View Page Howdy, Joe Blogg |}
tions ¥ Help *

@ Dashboard Edit Page | add New.:

A Posts This is a Page Title Publish 2
Q_J Media

Permalink: htt_p,.'jyou'—wordnress-sile.com,‘this-is-a-page-title,-‘. Edit l Preview Changes

I Pages |

- - 9 . i iit

8 Add Media v | T Status: Published Edit
All Pages d sual

<8 Visibility: Public Edit

Add New | b JL7 I tink l b-quote 1| del ]l ins J img ” ul l ol ! I l code [mure H close tags |

¥ Ccomments <a ti dpress-site.com/hello-world/">Yd
o o S Tontes healthiest business in the worl (|ici the Text tab to switch to the Text editor.
more-

Appearance I The Text editor is much like the Visual editor,
The E The HTML editor buttons provide ringly alone, our home that must only not as intuitive. If you're not familiar

i Plugins defen  yqy with basic HTML formatting olutely round. I believe I never irh HTML tags, it's not recommended I
what  capabilities rom space.
Users
NASA 1s not apout tne “Agventure ot numan >pace Exploration’_We won't be doing it just c
" Tools to get out there in space - we'll be doing it becouse the things we learn out there Page. Attributes =
g will be making life better for a lot of people who won’t be able to go.
Settings Parent

The buttons work in two ways. Clicking a button without highlighting any text
first, will simply insert the opening HTML tagrelevant for that button. Asan
example, clicking the Bold button will insert the <strong>HTML taginto your text.
Clicking the Bold button again will closethe tag by inserting the closing </strong>
tag. If you highlight some text prior to clicking a button, both the opening and
closingtagswill beinserted around that highlighted text. For example,
highlighting the text, ‘bold text’, prior to clicking the Bold button will insert
‘<strong>bold text</strong>’.

The following editor buttons are available whilst in the Text editor:
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[ b M Bold —Bold text
Italic —Italicise text
| link ] Link —Usedto insert a website link. When the button is clicked
‘ a pop-up window will appearwhere you type in the URLthat
you would like to link to
[ b-quote ‘ Blockquote —Usedasa way of showing a quote. How this looks
- will be entirely dependenton the Themethat your siteis
currently using
; del Delete —Usedas a way of showing deleted text. How this looks
‘ will be dependenton the Theme but is usually done by
showing the text with a strikethrough
[ ins Insert —Usedasa way of showing inserted text. How this looks
will be dependenton the Theme but is usually done by
showing the text with an underline
[ img l Image —Usedto insert an image into the text. When the button
is clicked a pop-up window will appearwhere you typein the
URL of the image that you would like inserted
[ ul l Unordered List —Usedto insert an unordered (bullet point) list
al Ordered List —Usedto insert an ordered (numbered) list
[ li l List [tem —Usedtoinsert alistitem into your ordered or un-
ordered list
code Code —Usedfor indicating a piece of code
Crafted by Maddison Designs . Page: 159

Easy WP Guide for WordPress 6.2 .



More —Inserts the More tag into your Page.Most blogs only
display a small excerpt of a Postand you're required to click
the Posttitle or a ‘Readmore..." link to continue reading the
rest of the article. When you insert a ‘More’ taginto your Post,
everything prior to the tagis considered asthis excerpt. Most
times you'd only usethis button when you’re creating a blog
Post,rather than a Page

[ mare

close tags | Close Tags —Usedto close open tags. If for example, you
— clicked both the Bold and Italic buttons to insert their opening
tags,clicking the Closetagsbutton will insert both of the
matching closing tags,in the correct order

b Distraction Free Writing —Clickingthis button will enlarge
the editor sothat it fills the browser window. Clicking the Exit
fullscreenlink at the top of the screenwill reduce it back to its
original size

Changing your PostFormat

A PostFormat is meta information that can be usedwithin a Theme to style or
customise the presentation of a Post. The PostFormats feature provides a
standardised list of formats that are available to all themesthat support the
feature. Thereis no requirement for Themesto support every format on the list
and new formats cannot be introduced by themesor even plugins. If your Theme
supports Post Formats you can choose how each Postlooks by selecting a Post
Format from a list of radio buttons, similar to the following screen.If your Theme
doesn’t support PostFormats then the Format panel won’t be displayed.
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& & Your WordPressSite §8 0 4 New View Post

# Dashboard

A Posts

All Posts
Add New
Categories
Tags

9] Media
I Pages

¥ Comments

Appearance

Plugins

Users

Y B Y

Tools

8

Settings

&

ﬂ.; Add Media Visual Text

i
-~
[ .
n
Il

among an ocean of words. Grab a paddle and let's get started

On the topic of alignment, it should be no

. i To change the Post Format, select
the options othme. Lﬂ_ﬂ, R!gbf, and Center. one of the available radio buttons.
Not all Themes support Post

options of Thumbnail, Medium, Large & Fuli rormats

Howdy, Joe Blogg |}

¥ Status: Published Edit
& Visibility: Public Edit

)} Revisions: 6 Browse

i| Published on: Jan 10, 2013 at 20:15
Edit

Maove to Trash

Format =

e A Standard

Aside
Audio
Chat
Gallery
Image
Link
Quote
Status

Video

While the actual post content entry won't change,the theme can use the selected
Format to display the postdifferently. How contentis displayedis entirely up to

the Theme, but the following list of available PostFormats provides some general
WordPress guidelines asto how they might be styled.

« Standard —This is the standard/default blog post format.

» Aside —Typically styled without a title. Similar to a Facebooknote update

« Audio —An audio file, such as a Podcast

« Chat — A chattranscript

« Gallery —A gallery of images.Postwill likely contain a gallery

will have image attachments

- Image - A singleimage

« Link —Alink to another site

and

« Quote - A quotation, mostlikely containedwithin a blockquote

« Status - A short statusupdate, similar to a Twitter statusupdate

« Video — A single video
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Reviewing PastRevisions

When you’re editing your Postor Page,thenumber of revisions for that particular
Postor Pageis shown in the Publish Panel,if you have any.

Click the Browselink next to Revisions:in the Publish panel to browse through the
various revisions for the current Postor Page.

E‘ # Your WordPress Site W 0 4 New View Post Howdy, Joe Blogg |2

@ Dashboard Edit Post [ AddNew |
A foss Hello world! ——
e Permalink: http://your-wordpress-site.com/hello-world/ | Edit e el
Add New
- - 9 It it
Categories 87 Add Media visoil Tt Status: Published Edit

<& Visibility: Public Edit

= :
o Revisions 0 Revisions: 41 Browse
(7}

Tags

-~
L
I
Il

Paragraph v B ¥y g

B9 Media w - AvE O O ¥ %
B Pages Click Browse to review and restore E:' PURASTec D= Hew: AR SN et (-e8
B oot all your past revisions.

To be the first to enter the cosmos, to enga MRS Jo Traeh
# Appearance unprecedented duel with nature—could one dream of anything more?

Usethe slider at the top of the page or click the Previousand Next buttons to
navigate through your various Postor Pagerevisions.

Contentthat has been deleted will be shadedred and content that has been added
will be shadedgreen. If there is content that is shadeddark red and/or dark green,
it's highlighting specificcontent that was removed or added. If the paragraph or
line is simply light red and/or light green,then the whole paragraph or line was
affected by the change.

You can also compare two different revisions by clicking the Compareany two
revisions checkbox at the top of the page.

If you’d like to restore a previous revision, click the RestoreThis Revisionbutton.
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W @ Your WordPress Site + New Howdy, Joe Blogg |}

Help *
@ Dashboard Compare Revisions of “Hello world!"

+ Return to editor

A Posts Compare any two revisions
All Posts [ 1
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Add New - :
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Tags
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IH Pages Hello world! Hello world!
¥ Comments
Content

Appearance
— To be the first to enter the cosmos, to engage,

Plugins single-handed, in an unprecedented duel with
nature-could one dream of anything more?
Astronomy compels the soul to look upward, and
Tools leads us from this world to another.

Users

)V
L“
]
-
_}'.

+ To be the first to enter the cosmos, to engage,
single-handed, in an unprecedented duel with
nature-could one dream of anything more? Curious
that we spend more time congratulating people
who have succeeded than encouraging people who

have not.

° Added Content & are the voyages
five-year

worlds, to seek
s, to boldly go
2 believe in what
|

© B8

Settings
. are the voyages
Collapss ment o Removed Content : yag
ive-year

vorlds, to seek
The red text shows content that was
1s, to boldly go

removed. : ;
believe in what

The green text shows content that
was added.

Spaceflights cannot be stopped. This is not the Spaceflights cannot be stopped. This is not the

Adding Imagesand Other Media

Adding images and other media files such asvideos, documents or PDFsis
extremely easywithin WordPress.All your imagesand files are storedin the
Media Library. Oncethey’re uploadedinto the Media Library, it's a very simple
matter to insert them into your Pageor Postcontent. In the caseof files such as
Word Documents or PDFs,if necessary, it’'s a simple processto create links to those
files sothat people can then download them.

Inserting an Image
Usingthe WordPress media manager, it's extremely simple to insert, align and link
your individual imagesand image galleries.

To insert an image into your Page/Post,clickthe Add Media button
7 Add Medi
(! +d i ) and then simply drag your image(s)from wherever they are on

your computer, into the browser window. Your file(s)will be automatically
uploaded.
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nc“ons Add mEdia
Insert Media
Add media

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

Create gallery
Create audio playlist
Create video playlist

Featured image

Insert from URL
Drop files to upload

or

[ Select Files

Maximum uploa

Click Sefect Fifes if you wish to open a
dialog box to manually select the
files to upload.

Alternatively, click the SelectFilesbutton and then selectthe file(s) that you'd like
to upload, using the dialog window that is displayed.

It’s also possibleto 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 draggedand
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 Pageor Post.Selectedimagesare shown with a ‘tick’ icon in
the top right corner of the image.

After uploading your image(s),you can then selectother previously uploaded
images by holding down the Ctrl key (Cmdkey on Macs)and simply clicking on
them. To deselectan image, click the ‘tick’ in the top right corner of the image.

At the bottom of the window you will seea count of the number of images
currently selected.
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There are severaloptions within this Insert Media window to help make it easier
to add images into your Pageor Post.

By default, previously uploaded images are shown, starting with the most recent
uploads.If you’d like to narrow this list down, at the top of the window is a
dropdown list that allows you to filter your displayedimagesby All mediaitems,
items Uploaded to this post/page,Images, Audio files, Video files, Documents,
Unattachedfiles and a number of other choices.You can alsofilter your media
files by selectinga date, or alternatively, there is also a Searchfield that allows you
to search for specific images.

The properties of the currently highlighted image (i.e. The image with the blue
border) will be shown on the 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 changethe image Title, Caption, and
Description for eachimage, aswell asthe Alignment, Link and the Sizeat 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 asa short description. How this
displays will be dependent on the WordPresstheme in use at the time. You
can alsoinclude basicHTML in your captions

« Alt Text —is displayedwhen the browser can’trender the image. It's also
used by screenreaders for visually impaired userssoit’s important to fill out
this field with a description of the image. To a small degree, it alsoplaysa
part in your website Search Engine Optimisation (SEQO).Sincesearch engines
can’t ‘read’ imagesthey rely on the Alt Text

« Description —is usually displayed on the attachment pagefor the media,
however this is entirely up to the theme that is currently in use
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Actions Add media

Add media Upload files Media Library

Create gallery Filter media Search ATTACHMENT DETAILS
NASA-Curiosity.jpg
December 24, 2013

i i 2 80 KB
Create video playlist | : f 80 KB
57

Create audio playlist All media items All dates

Featured image -
b Holding down Ctrl/Cmd and clicking

will allow you to select multiple
. images. Click the 'tick’ to unselect it.
Insert from URL
Describe the purpos
image. Leave

mage is pur

H . NASA-Curiosity
Update the image properties by
Maddies-Ad-

filling in the Title, Caption, Alt Text and
Description.

Maxwell-House-
Coffee-Final.avi 08-Synthetica.mp3 I

Description

File URL: http:fjyour-wordpress-site
Copy URL to clipboard J
There are also options to Select

Z Rasis. oloctac] image alignment, where it links to Insert into post
Edit Selection = Clear

and the size to insert. Click Insert into
post to insert the selected image(s).

For eachimage, you can selecthow you would like the image aligned, either Left,
Centeror Right aligned, using the Alignment dropdown list. You can also select
Nonefor no alignment which will mean the image will display using the default
alignment setting for your Theme.

You can alsochangewhat your inserted image(s)will link to using the Link To
dropdown list. You have the choice of linking to the image’sattachment pageby
selecting Attachment Page,or you can link to the full sizeimage by selecting Media
File. You can alsolink 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
choosenot to link to anything by selectingNone.

When your image(s)are uploaded, WordPress will also create several copies of
your file at various sizes.You can choosewhich one you’d like to insert into your
Pageor Postusing the Sizedropdown list. To insert the image at the exact size you
uploaded, simply selectFull Size.Next to each sizelisted in this dropdown will be
the actual dimensions of the image, in pixels (e.g.300 x 225).
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Onceyou’ve selectedall your images,click the Insert into post button to insert the
selectedimage(s)into your Postat the current cursor position (when editing a
Page,this button will saylInsert into page).

If you’d like to changethe order of your images,click the Edit Selectionlink at the
bottom of the Insert Mediawindow. Thewindow will changesothat only the
selectedimages are shown. Alternatively, clicking the Clearlink will deselectall
images.

After clicking the Edit Selectionlink at the bottom of the Insert Media window, all
the currently selectedimagesare shown. You can changethe order in which the
images will appear in your Pageor Postby clicking and dragging eachimage to
reorder them. You can also update the image Title, Caption, and
Description for each image. To remove one of your selectedimages,click the small
‘“’that appearsin the top right corner of the image when you hover your cursor
over the tick.

Actions Add media

Add media Upload files Media Library

Create gallery ATTACHMENT DETAILS

| + Go to library Drag and drop to reorder media files,

Create audio playlist

De r 3, U019
o Removing Images y - 1| . \ 1458 pixsls
// L o I Edit Image

To remove an image, click the small - - o5 ; -\ B Delete permanently
"' that appears in the corner of the
image when you hover your cursor

aver the tick. ’ . ° Image Properties

AV | Update the image properties by

£

filling in the Title, Caption, Alt Text and
Description.

@ Rearrange Images
Click and drag each image to Click Insert into post to insert the

reorder them. selected image(s) at the current
cursor position.

!
Insert into post

Clicking the Returnto library button will take you back to the previous screenthat
allows you to selector deselectyour images. Once you’ve updated the order and
attributes of your images, click the Insert into post button to insert the selected
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image(s)into your Postat the current cursor position (when editing a Page,this
button will saylnsertinto page).

When you’re editing your Post/Page,ifyou wish to insert an image that you
uploaded earlier (asopposedto uploading a new image), click the Add Media

07 Add Media

button again ( ). Oncethe pop-up window displays,click the
MediaLibrary tab at the top of the pop-up window rather than dragginga new file
into the upload window. All your previously uploaded imageswill be displayed,
with the most recent onesshown first.

Selectthe image(s)that you’d like to insert into your Pageor Postand then simply
click the Insertinto post button (or if you're editing a Page,this button will say
Insert into page).As mentioned earlier, you can also click the Edit Selectionlink at
the bottom of the window if you’d like to changethe order the imagesare
inserted.

Edit or Deletean Image
There are various options available for adjusting the layout of inserted images.

After clicking on an image that hasalready been inserted into your Pageor Post,a
small toolbar will appear over the image. By selectingone of the alignment

buttons ( = = = ) you can changethe alignment of the inserted image.

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

Removebutton ( » ) will remove the imagefrom your content.It will only
remove the image from your Pageor Post,it will not deletethe image from your
Media Library.

When you click on an image in your Pageor Post,aswell asthe alignment, edit
and delete icons mentioned above, the image also displays ‘resizing handles’.
Theseare the small squares you seearound 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 getquite pixelated. It's always bestto insert a large image and then
resize down.
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(W @ Your WordPress Site

@ Dashboard

# Posts

All Posts

Tags

03 Media

Pages

Comments

Appearance

Plugins

Users

* Tools

Settings

After clicking the Edit button (

8 Add Media |

Paragraph v B I = = €&

unprecedented duel with natu
Curious that we spend more ti

succeeded than encouraging pi

4 New View Post

Visual

Av@oQ®®

To be the first to enter the cos

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.

= : — -

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

2
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0 Revisions: 41 Browse
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) the following pop-up window will appear.



Image Details

Alternative Text | NASA-Curiosity

Describe the purpose of the image. Leave empty if the

mage is purely decorative

DISPLAY SETTINGS
Edit the display settings and the

Align| Left | Center | Right | None image and link properties.

Size | Full Size- 570 x 450 ~

Link To | Media File W

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

ADVANCED OPTIONS &

The Edit Origine ton allo
mage Title Attribute to edit the uploaded image. The
Repiace button allows you to replace
Image CSS Class the image altogether.

Open link in a new tab

The Image Details pop-up window allows you to edit the various image and link
properties:
« Caption —Displayedunderneath the image asa short description. How this
displays will be dependent on the WordPresstheme in use at the time. You
can alsoinclude basicHTML in your captions

» Alternative Text —Displayedwhen the browser can’trender the image.It's
alsousedby screenreaders for visually impaired userssoit’s important to fill
out this field with a description of the image. To a small degree,it alsoplaysa
part in your website Search Engine Optimisation (SEO).Sincesearch engines
can’t ‘read’ imagesthey rely on the Alt Text

« Align —Allows you to selecthow you would like the image aligned. They can
be either Left, Centeredor Right aligned. Settingalignment to None will
remove the other alignment settings.How this affectsyour image within your
contentwill dependon the current theme in use
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« Size — Selecta 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 —Selectwhere you would like to link your imageto 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 sizeimage by
selecting Media File. You can also link to any URL by selecting Custom URL.
When you do this, a new field will appearthat allows you to enterin the
custom URL. You can also choosenot to link to anything by selecting None

- Image Title Attribute —Displayedasa tooltip when the mouse cursor hovers
over the image in the browser

« Image CSSClass — By default, WordPress will assign several CSSClassesto
your image. If, for some reason, there’s other CSSClassesthatyou’d like to
assignto your image then you can add them into this input field

« Link Rel-Describestherelationship from the current document to the
specifiedlink. More information on the rel HTML attribute can be found on

« Link CSSClass —If there is a specific CSSClassthat needs to be set on the
HTML link then you can add it into this input field

Clicking the Edit Original button allows you to perform some simple manipulation
with your uploadedimage. You’re able to rotate and flip your image aswell as
scaleand crop it to different sizes.

If you’d like to replace the image entirely, click the Replacebutton and you’ll be
shown your Media Library where you can selecta new image.

Onceyou have updated the image properties, click the Update button to saveyour
changes.Alternatively, click the small ‘x’ in the top-right of the pop-up window to
closethe pop-up without saving any changes.
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Insert an Image Gallery

WordPresshasits own simple built-in Image Gallery that allows you to add
multiple imagesto a pagein one easy step.

To insert an image gallery into your Page/Post,clickthe Add Media button

( qj eoec ). A pop-up window will display that looks the sameasthe one
that displays when you add an image to your Page/Post.Youcan upload new
imagesto usein your gallery or you can simply choosefrom your previously
uploaded images.

By default, you’ll be shown a list of your previously uploaded images.If you’d like
to upload a new image, click on the Upload Fileslink at the top of the pop-up
window or simply drag 'n drop your new imagesinto the pop-up window.

Click the Creategallery link in the left-hand navigation then selectthe imagesthat
you'd like to insert into your gallery.
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Actions Create gallery

Add media Upload files Media Library

Create gallery Filter media Search
ATTACHMENT DETAILS

Create audio playlis | Images ~ All dates

@ Removing Images

o

. 2 - %
" " e - -

To remove an image, click the small : bi Kk-Closeup-1 Couple-Legs-At

O £ 1 - ” 9 =Leg

- that appears in the corner of the / . T-45565423.jpg

image when you hover your cursor —_

% December 15, 2013
over the tick. 2 MB

2700 by 1537 pixels
Edit Image
Delete permanantly

Alt Text

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

Select the images you want to add mage-
.| toyourimage gallery. 0 Insert Gallery
" S

Click Create a new gallery to create a

7|

—

7 items selected - “ - E‘;‘_ y —’! Create a new gallery
Clear 4 E = T

After selectingyour images, click the Createa new gallery button at the bottom of

the pop-up window. The window will changesothat only the selectedimagesare
shown.
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Actions Edit gallery

€ Cancel galler = B
9 Y Drag and drop to reorder media files | Reverse order GALLERY SETTINGS

i kTo | Af P
Edit gallery Link To ttachment Page

@ Gallery Settings

Columns 3 v

Add to gallery
Select where you want your Random Order
thumbnails linked to and how many
columns to use when displaying
them

Size | Thumbnail v

ATTACHMENT DETAILS

Maddie-8wks.ipg
- B December 22, 2013
M 502 KB
o Removing Images - J L8 B 1000 by 652 pixels
- ey 2l B8 it image
To remave an image, click the small B . Delete permanently
"“ that appears in the corner of the |

image when you hover your cursor = i o Tl H fir
over the 'x'. o - ! Yau. It Text
- : N Describe the purpose of the
ption... Caption.
@ Insert Gallery
o Rearrange Images

Click Insert galfery to insert the
Click and drag each image to EJ”#T_Y at the current cursor
reorder them. position.

Insert gallery

All the imagesthat appear will be usedwithin your Image Gallery. To reorder the
imagessimply click on an image and drag it to its new position. If you'd like to add
captions to your images,click the ‘Caption..’.text below eachimage and then type
in your caption. Alternatively, click eachimage and then update the Title, Caption,
Alt Text and Description on the right-hand side of the pop-up window. You can
alsoinclude basicHTML, such aslinks, in your captions.

If you decide you no longer want a certain image to appearin your gallery, click
the small ‘-’ that appearsin the top right corner of the image when you hover your
cursor over the x’.

Sincethe built-in gallery is quite simple, there aren’t that many options to choose
from when settingit up.

« Link to —This setswhat happenswhen the thumbnail image is clicked.
SelectingMedia File will open the full sizeimage directly in your browser
window. SelectingAttachment Pagewill open the image within one of your
WordPress formatted pages
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« Columns — Specifiesthe number of columns to use when displaying your
thumbnail images.Ultimately, this will be dependenton your Theme and
how wide your pageis. If you find the gallery isn’t displaying properly after
changing this number you may needto changeit to another number

« Random Order —Click this checkboxto display your imagesin arandom

order

« Size — Selectsthe size of the image to use in your gallery

Edit or Deletean Image Gallery
Editing or Deletingan Image Gallery is much like editing or deleting an image.
After clicking on an Image Gallery that has been inserted into your Pageor Post,

74

two iconswill appear on top of the gallery. Clicking the Edit button ( ) allows

you to edit the image gallery properties. Clicking the Removebutton ( * ) will
deletethe image gallery from your content. It will only remove the image gallery
from your Pageor Post,it will not deleteany imagesfrom your Media Library.

(™ @ Your WordPress Site 4+ New View Post Howdy, Joe Blogg |}

) Revisions: 43 Browse

& Dashboard i =
) ‘m| o Edit or Delete Image Ga ""T fili] Published on: Nov 30, 2013 at 07:25

A Posts Paragraph ¥ B I = = €6 B o Edit
Click the Edlit Galfery button to update the image

All Posts w — A v Bl ¢ Q ¥ == gallery properties. Click the Delete Gallery Ao 10 TEask,
button to delete the image gallery fram your

unprecedented duel with natw Page or Post. It will not delete any images from
your Media Library.

Curious that we spend more ti Format
succeeded than encouragi [ have not. 8 A Standard
97 Media agINgPeop , .
Aside
I¥ Pages Audio
¥ Comments Chat
Gallery
Appearance image
¥ Plugins Link

Users

* Tools

@ Edit or Delete Image Gallery

Click on the image gallery to display
the image gallery toolbar

Settings

© Collapse ment

s | All Categories  Most Used

| antiquarianism

+'| Blogroll
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After clicking the Editicon you will be shown the same pop-up window and
options aswhen your image gallery was inserted into your Page/Post.

Insert an Audio or Video Playlist
Inserting an audio or video playlist i§ almostidentical to inserting an image

037 Add Media

gallery. Click the Add Media button (! ). A pop-upwindow will
display that looks the same asthe one that displays when you add an image to
your Page/Post.Youcan upload new media files to usein your playlist or you can
simply choosefrom your previously uploaded files.

By default, you’ll be shown a list of your previously uploaded files. If you’d like to
upload a new media file, click on the Upload Fileslink at the top of the pop-up
window or simply drag’'n drop your new imagesinto the pop-up window.

To create an audio playlist, click the Createaudio playlist link in the left-hand
navigation. The pop-up window will display a list of your audio files.

Alternatively, to create a video playlist, click the Createvideo playlist link in the
left-hand navigation. The pop-up window will display a list of your video files.

Actions Create audio playlist

Add media Upload files Media Library

Create gallery Filter media
ATTACHMENT DETAILS
Create audio playlist v || Alldates

, O nything-Could-Happen.mp3
i i —_— ¥ 20, 2014
Create video playlist : ; ’ - : 2
Featured image B T3 Length: 4:46

Delete permanently

& o Title | Anything Could Happen
= 03-Anything
Select the media files to include in .

Vol |.]| I;II t 05-Halcyon.mp3 04-0Only-You.mp3 Could-Happen.mp3
YO aylist.

Artist | Ellie Goulding

v
a h Al Haleyon Days (Deluxe Edi
r Caption

originaldixielandjaz
01-Dont-Say- zbandwithalbernard
a-Word.mp3 08-Synthetica.mp3 =stlouisblues.mp3

Click Create a new playiist to create
your playlist.

- i m—
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After selectingyour media files, click the Createa new playlist button at the
bottom of the pop-up window. The window will changesothat only the selected
media files are shown.

Actions Edit audio playlist

€ Cancel audio playlist i
Drag and drop to reorder tracks. | Reverse order PLAYLIST SETTINGS

v| Show Tracklist

nmin Media

To remave an image, click the small
' that appears in the corner of the
image when you hover your cursor

01-Dont-Say-
over the 'x. @ Rearrange Media

04-0Only-You.mp3 a-Word.mp3 g-Could-Happen.mp3

4
Halcyon Oy You Oon't Say & Word Select what information should be
displayed in your playlist. i
@ Rearrange Media joenty

Click and drag each file to reorder Title | Anything Could Happen
them.

Artist | Ellie Goulding

Albun | Halcyon Days (Deluxe Edi

Click insert audio playlist to insert your
new playlist into your Page or Post. If
you're creating a video playlist, this
button will say Insert video playlist

Insert audio playlist

All the media files that appearwill be usedwithin your playlist. To reorder the
files simply click on afile and drag it to its new position. You can changethe title
for eachfile by clicking the text below eachfile and then typing in your new title.
Alternatively, click eachfile and then update the Title, Captionand Description on
the right-hand side of the pop-up window.

If you decideyou no longer want a certain media file to appearin your playlist,
click the small ‘-’ that appearsin the top right corner of the file when you hover
your cursor over the ‘x’.

You can change how your playlist appearsin your pageby selectingwhich items
you’d like to appear.

When inserting an audio playlist you have the following display settings.
« Show Tracklist —Ticking this checkboxwill show a list of all the audio files

within your playlist
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« Show Artist Name in Tracklist —Ticking this checkboxwill show the artists
name next to eachtrack name

« Show Images —Ticking this checkbox will show any associatedaudio file
images
When inserting a video playlist you have the following display settings.
« Show Video List — Ticking this checkboxwill show a list of all the video files
within your playlist

« Show Images —Ticking this checkbox will show any associatedvideo file
images

Inserting Video, Audio or Other File Type

The procedure for inserting any other type of file into your Page/Postisexactly the

07 Add Medi
same as Inserting an Image. Simply click the Add Media button ( ol 7 it ).
Oncethe relevant pop-up window displays,perform the same stepsto upload your
file to your site and to insert it into your Pageor Post.

When inserting video or audio files, you can selectEmbedMedia Playerfrom the
Embedor Link dropdown list in the Insert Media pop-up window to usethe 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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Actions

Add media

Create gallery
Create audio playlist
Create video playlist

Featured image

Insert from URL

Add media

Upload files Media Library
Filter media

All media items v All dates

B B

LegoStarWarsX-

LegaTIEFighter.mpd Wing.mpd

03-Anything=
Could-Happen.mp3

main-shuttle-crew-
operations-
manual.pdf

1 item selected

Clear

Length: 4:46

Dalate parmanantly

Anything Could Happen
Ellie Goulding

Halcyon Days (Deluxe Edi

05-Haleyon.mp3 04-0nly-You.mp3

01-Dont-Say-

a-Word.mp3 i ; ; : s -
When inserting audio or video files,  \ordpress-sit

select the Embed Media Player
option.

ATTACHMENT DISPLAY SETTINGS

Embed or Embed Media Player ~

Link
Insert into page

It’'s recommended that you make your filename ‘server friendly’. Make
sure the filename has no spaces,apostrophes, slashesor other non-
alphanumeric characters (such as $, % and &). Renamethe file before

uploading if it does.To preserve readability, some people replace spaces

with the underline character or hyphen. Forinstance, My File Name.txt
becomes My _File_Name.txt or My-File-Name.txt

Embedding a Video, Image or Other Content

Another way to add video or other contentinto your pagesis through embedding.
A popular example of this is embedding a YouTube video into your page.

When you're embedding a file, there’s no need to upload the file to your site.
You’re basicallyjust creating a link to the file, from within your own page.
WordPressis able to automatically embed files from a number of different

services.

To embed something into your Postor Page,simply pastethe URL into your
content area. The URLneedsto be on its own line and not hyperlinked.
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i @& Your WordPress Site 8 4 New View Post

@ Dashboard

A Posts

All Posts

Pages

Comments

Appearance

i Plugins

Users
* Tools

i Settings

87 Add Media |

Edit Post [ Addnex

Hello world!

Permalink: htt_rJ,n’;"ynu'—wordnress-site.com,‘hello-wnlld_.': Edit |

Visual  Text

Paragraph v I : i [13

1L
hly
%

- | Emm

1l
i
J om
®

B
wm = Al Q@ QH

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

unprecedented duel with nature—co @ Embedding Content

Curious that we Spend more time cony Paste a URL into the editor content
area, making sure it's on its own line

succeeded than encouraging people wl & not hyperlinked and WordPress
will magic {1|Iy show the content

heeps:/iwwwyoutube.com/watch/?v=h218 AoBrxgU

Space, the final frontier. These are the voyages of the Starship Enterprise.

Howdy, Joe Blogg |}

Screen Options ¥ Help *

Publish -

Preview Changes |
¥ Status: Published Edit
& Visibility: Public Edit
) Revisions: 43 Browse

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

Move to Trash Update

Format =

®) A Standard
Aside
Audio
Chat
Gallery

Image

When embedding content in this manner (asopposedto using the embed
shortcode mentioned below), your url will changeto show a preview of that
content. For example, when embedding a video from YouTube, after pastingin the
URL to the editor, it will magically changeto show the actual video content, right
there in the editor.
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“ # Your WordPress Site 4 New View Post Howdy, Joe Blogg |}

? Status: Published Edit

@ Dashboard 07 Add Media | \
) | Visual  Text & Visibility: Public Edit
A Posts paragaph v B J = = & £ = = £ E B = 0 Revisions: 43 Browse
All Posts W — A vl ¢ Q=¥ F D (7] 1 Published on: Nov 30, 2013 at 07:25
Add New Edt
To be the first to enter the cosmos, to e Mave to Trash
unprecedented duel with nature—could o
(o] i g i
=4 Media Curious that we spend more time congratu Paste a URL into the editor content Format -
|. Page'- dred, mdking sure it's on its own line
' succeeded t} cnccluraging pcople who h: & not hyperlinked and WordPress e # Standard
¥ Comments will magically show the content., ;
5 S Aside
Audi
M Appearance s
Chat
& Plugins Gallery
e Users Image
4 Tools Link
Settings duete
Status
© cc Video
Categories er

All Categories Most Used

+'| antiquarianism
Word count: 139 Draft saved at 9:06:04 pm. Last edited by Joe Blogg on December 7, 2019 at 7:00 pm v| Blogroll

If you’d like to specify the width and height, you can wrap the URLin the [embed]
.Embedding your link using this shortcode doesnot require the URLto
be on its own line. The format for using the shortcodeis:

[embed width= “123” height=“456"] url [/embed]

WordPresswill automatically embed content from the following sites:
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» Kickstarter
e Mixcloud
e Pinterest

» Pocket Casts

» Reddit

 ReverbNation

« Screencast
« Scribd
o SlideShare

« SmugMug
« SoundCloud

« Speaker Deck

» Spotify
o 1

» VideoPress
 Vimeo

 Wolfram Cloud

e WordPress

o WordPress.tv

« YouTube (only public and "unlisted" videos and playlists)
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Adding HTML Links

HTML links allow your site visitors to easily navigate around your site. They're
alsousedwhen you want to allow people to download files from your site,such as
PDFsor other documents, for viewing imagesor 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 dependingon the theme you’re currently
using.

Insertingan HTML Link

Inserting an html link in your Page/Posttoone of your own pagesor 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/editlink button ( "':f} ). A small
inline link toolbar will display where you can enter your link URL.If you entera
URLwithout including ‘http://’in front of it, WordPresswill automatically correct
it for you. Asan example,if you type ‘google.com’it will automatically correct this
to ‘http://google.com’.After you’ve entered your link url, hit your Enterkey or click

the Apply button ( < ) to save your changes.

If you don’t selectany text prior to clicking the Insert/editlink button, it will use
the URLthat you enter asthe link text.

You can alsoinsert a link to one of your existing Postsor Pagesby simply typing
the Postor Pagename and then selectingit from the list that displays. As you type
the Post/Pagenamethe list will re-populate based on matching results.

Crafted by Maddison Designs . Page: 184

Easy WP Guide for WordPress 6.2 .



“ # Your WordPress Site 4 New View Post Howdy, Joe Blogg |}

- i Screen Options ¥ Help *
@ Dashboard Edi‘l pOSt Add New |
A Posts Hello world! Publish .
AN Posis Permalink: http://your-wordpress-site.com/hello-world/ l-dt‘ Preview Changes |
Add New g
Paj Add Medla] ? Status: Published Edit
L ] Wisya| Text
@ Visibility: Public Edit

re—— - PRFE () nsert or Edit Link -
07 Media . DU ¥ Revisions: 43 Browse
" w = AvE QO Q® FY Fill in the URL or start typing the e ; :
B Pages name of an existing page to search Al Pubiahes an: Hew:20, 2002 et 0320

for that page. Click the Cog icon to Edit

¥ Comments display the Insert link pop-up.

To be the first to enter the cosmos, .."2h.” oo a2 L Mova 1o Trash
# Appearance UNPIE Paste URL or type to search % 'eam of anything more?
K Plugins ¥ ) .

Curious that we spend more time congratulating people who have Format A
]
& Users i

succeeded than encouraging people who have not. ® A standard
4 Tools ] Aside
Settings Audio
O c Chat

TeETmE Y Gallery

If the URLthat you enterin the inline link toolbar hasthe incorrect syntax,
WordPresswill let you know by highlighting the link with ared dotted outline.
When this happens,simply click the link to display the inline link toolbar again

and then click the Edit button ( 4 ) to edit the URL you entered.

Permalink: http://your-wordpress-site.com/hello-world/ ;“En-t | Preview Changes [

[ ] Insert or Edit Link 9 Status: Published Edit
|59 Ackd Medhs | ° o £l Visual  Text

& Visibility: Public Edit

paragraph v B I  Ifthe URLyou enter has the -
B Madi _ g incorrect syntax, WordPress will %) Revisions: 43 Browse
3y ece M = Ay & highlight the link with a red dotted
. Eoges autline. fit] Published on: Nov 30, 2013 at 07:25
i Edit
¥ Comments R iy [ i . .
To be the first to enter the .k.??f.r.l??? to engage, single-handed, in an Mova 16 Trash
> — ; . )
# Appearance unprece; http:www.nasa.gov/mission_pages/ms| ¢ #2 dream of anythmg more?
& Plugins s i .
Curious that we spend more time congratulating people who have Format a

If you wish to setadditional options or selectan existing Post/Pagefrom your site,

click the Link optionsicon ( ﬁ ). This pop-up is also useful if you wish to have
your link openin a new tab/window when clicked asit givesyou accesstothe
Openlink in a new tab checkbox.
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o Insert or Edit Link

Fillin the URL. The Link Text field will
Insertfedit link show the text you highlighted.

Alternatively, you can enter new text
Enter the destination URL if you want to change it.

URL | http:www.nasa.gov/mission_pages/msl/index.htr

Link Text | enter the cosmos

° Link to Existing Content

Open link in a new tab
Or link to existing content Ifyou'd like to insert a link to one of
your existing Pages or Posts, select
Search the relevant item from the list.
Mo search term specified. Showing recent items.
Sample Blocks
All the Blocks
Gutenberg Blocks
Gutenberg
Privacy Policy

This is a Page Title

[ Cancel | Add Link

If you're displaying the pop-up window, simply fill in URLand the Title and then
click the Add Link button.

« URL —URL of the pageor website that you would like to createalink to

- Link Text —The text that you highlighted prior to clicking the Insert/editlink
button will be automatically displayed

« Open link in a new tab —When someoneclicksthe link you can haveit open
in the samewindow (default setting)or haveit openin anew browser
window/tab

Alternatively, if you'd like to add a link to one of your existing Postsor Pages,
selectthe relevant pagefrom the supplied list. If you have a large number of pages
within your site, you can type the Pageor Postname in the Searchfield to make it
easierto find. Asyou type, the list will re-populate basedon matching results.
After selectingone of your existing pages,the link will be updated in the URL
field. Clickthe Add Link button to add your link.
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Inserting Links to Media Files
Adding a link to media files such asdocuments or PDF’sis just aseasyas adding a
standard html link. There are a couple of ways you can go about it.

| Oy Add Medi
Click the Add Media button (! o i ) and then simply drag your file from

wherever it is on your computer,into the browser window. Your file will be
automatically uploaded.

Alternatively, click the SelectFilesbutton and then selectthe file that you’d like to
upload, using the dialog window that is displayed.

Onceyour file is uploaded, your Media Library, which contains all your
previously uploaded files, is displayed. The file that you’'ve just uploaded will be
automatically ‘selected’for easyinsertion into your Pageor Post.

Actions Add media

Add media Upload files Media Library

Create gallery Filter media E

main-shuttie-crew-operations-manual.pdf
December 27, 2013

41 MB

Delete parmanently

Create audio playlist All media items ~ All dates
Create video playlist

Featured image

Main Shuttle Crew Operat
main-shuttle-crew- A : < -

operations- Update the Title of your media file.

manual.pdf - “ . This text will be used for the link.

Insert from URL

= -y Description

Maddies-Ad-
Maxwell-House-
Coffee-Final.avi

File URL: | http://your-wordpress-site

Copy URL

ATTACHMENT DISPLAY SETTINGS

Media File b

Select Media File from the URL | httpiffyour-wordpress-sib

dropdown. The URL of the file will be

]
1hemscloctod | B automatically populated in the field
Clear Ea below. Insert into page

Updatethe Title for your file. The Title will be usedfor the text link when it’s
inserted into your content. From the Link To dropdown list, selectMedia File. The
field just below this will be automatically populated with the URLfor the file.
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Click the Insert into post button to insert alink to the selectedfile in your Postat
the current cursor position (when editing a Page,thisbutton will saylnsertinto
page).

If you happento know the URLfor the media file that you’d like to link to or if

you'd like to createa link on some existing text, simply click and drag the cursor
and highlight the text that you want turned into a link and then click the Insert/

2
editlink button ( ¢ )- Justlike previously, when adding a simple HTML link, enter
the URLto your media file and then click the Add Link button. A standard html
link will be createdthat links to the media file that you specified.

Editingan HTML Link

To edit an html link, click the link within your Page/Postthatyou’dlike to edit to
display the inline link toolbar. Oncethe toolbar appears,click the Edit button

4

2
and then click the Insert/editlink button ( 9 ) on the main Visual Editor toolbar.

) to display the edit field. Alternatively, click the link within your Page/Post

& & Your WordPressSite §8 0 4 New View Post Howdy, Joe Blogg |}

& Dashboard Edit Post | add new |
R Hello world! Publish
Al Posts Permalink: http://your-wordpress-site.com/hello-world/ | Edit Preview Changes |
Add New
- < 9 i
Categories 07 Add Media Vs Status: Published Edit
Tags r s @ Visibility: Public Edit
i paragraph v B I i = = =& =8 -
. “0) Revisions: 43 Browse
] Media w - Av@ OO E®E B Y @
8 fi] Published on: Nov 30, 2013 at 07:25
I® Pages Cait
ait
¥ Comments . .
To be the first to enter the cosmos, to engage, single-handed, in an Mins 15 Tiash
# Appearance unpreceden nasa.gov/mission_pagesimsl ¢ §2 one dream of anything more?
¥ Plugins i = g
- Curious ating people who have Format -
= Users ° Edit HTML Link
succeed ave not. ® A Standard
oS Click the link that you wish to edit Aside
Settings f-irl.li then click the Edit button on the Audio
inline link toolbar to edit the link
properties. Chat
;1 L) =4 | B Gallery
12y Image
'-‘J'::'j;‘,_ amr Link
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After you've updated the link url, hit your Enterkey or click the Apply button

( .
window click the Link optionsicon ( ﬁ' ).

) to saveyour changes.If you wish to display the Insert/edit link pop-up

) @ Your WordPress Site 8 0 < New View Post Howdy, Joe Blogg |-

@ Dashboard Edit Post [ Addnew |
il Hello world! Publish .
Al Posts Permalink: Zﬂ.ttpj_.";.'ow—worclnress-sute.com,‘hello-wmldl.': Edit ‘ Preview Changes |
Add New ;
r 1 9 i - dit
Categories 87 Add Media Visual  Te Status: Published Edit
Tags 375, i e = < Visibility: Public Edit
; Paragraph v B I i « == =[P =Bl -
. ) Revi : 43 Browse
n.J Media w — A v B OO E T Y9 ) ) Revisions rowse
fil] Published on: Nov 30, 2013 at 07:25
I Pages =
dit
B Comments . .
To be the first to enter the cosmos, to engage, single-handed, in an MovR 1o Trash
> T | .
#" Appearance UNPre hitp://www.nasa.gov/mission_pages/mslfinde: #+ ream of &ﬂﬁhmg more?
& Plugins i
Curious that people who have Format 2
& Users @ it HTmL Link
succeeded tha t. ® A standard
& Tools Update your link URL and then click ) Aside
the Apply button or hit your Enter i
key to save your changes.
o Chat
'ﬂ- 1 Gallery
ey Image
Yy _
. e Lk

Removingan HTML Link

To remove an html link, click the link within your Page/Postthatyou’dlike to
remove to display the inline link toolbar. Oncethe toolbar appears,click the

Removebutton (21"g ) to remove the link. If you want to remove alink from an
image, simply click the image once to selectit, click the Insert/edit link button

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

button () to acceptyour change.If the html link is linking to an uploaded file
or image, clicking the Removebutton won’t remove or deletethat file, it will
simply remove the hyperlink.
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W @& Your WordPress Site I 4+ New View Post Howdy, Joe Biogg |2

" ns v Help
@ Dashboard Edit Post | Add new |
i Hello world! Publish .
ANl Posts Permalink: http:f/your-wordpress-site.com/hello-world/ .H‘J-l ‘ Preview Changes
Add New - '
( ) 3 i - it
Categories Q7 Add Media visual T T Stetus: Published Edit
Tags @ Visibility: Public Edit
s paragraph v B I «== =P =@ -
. 1) Revisions: 43 Browse
% Media w“ - AvBI O QEBOHC O .
filll Published on: Nov 30, 2013 at 07:25
N Pages S
¥ Comments . .
To be the first to enter the| cosmos, to engage, single-handed, in an Mons 1o Tiash
# Appearance unpreceden nasa.goy/mission_pages/msl ¢ §2 one dream of anything more?
K’ Plugins y
. urious thz - eople who have Format -
e Curious @ Remove HTML Link g people who ha
= sers
succeeded not. ® A Standard
# Tools Click the link that you wish to ) Aside
remove and then click the Remove i
Settings button on the inline link toolbar to Audio
remove the link. Chat

o

ﬂ - 1 Gallery
ey Image

f&.‘.:, P Link

Editing Existing Content

To edit an existing page,simply click on the relevant Page/Posttitle,when viewing
your list of Pagesor Posts.Alternatively, click on the Edit link that appears
beneaththe title when hovering your cursor over eachrow.

& Users 2014/08/20
4~ Toals Hello world! Joe Blogg antiquarianism, Blogroll  tag, tag?2, tag3 n Published
Settings Edit Quick Edit Trash View 2013/11/30
Joe Blogg Unpublished content - Last
o Edit Page or Post Modified
2013/04/09
To edit your Page or Post, click on
the Page/Post name or click the Edit Joe Blogg championship = = Published
link that appears when hovering 2013/04/09
your cursor over each row.
] Markup: HTML Tags and Formatting Joe Blogg Markup content, css, formatting, — Published
html, markup 2013/07/11

The screen that appears will be exactly the same asthe Add New Page/AddNew
Postscreen,only with the existing content displayed. When you’ve finished
editing your Page/Post,clickthe Update button.

Deleting Content

If you wish to delete one of your Pagesor Posts,click on the Trash link that
appearsbeneath the title when hovering your cursor over eachrow. This will
move the Page/Postto the Trash.
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i @ Your WordPress Site 8 4 New View Posts Howdy, Joe Blogg |}

) ) Screen Options ¥ Help ¥
@ Dashboard pOStS Add New

| Search Posts

f Posts All (45) | Mine (42) | Published (43) | Sticky (1) | Scheduled (1) | Draft (1) | Trash (1)
All Posts Bulk Actions  w Apply All dates ~ All Categori
Add New tems 1 |of3|> [ »]
Categories i To view all the items in the Trash,
= Title Author click the Trash link. It's from here » Date
lags . : Ry iy i
: that you can then delete the Page
Scheduled — Scheduled Joe Blogg _rj y__ - i ) s — Scheduled
o g or Post permanently. e
<41 Media 2025/01/01
L Pages Spaceflight Joe Blogg Uncategorized chattels - Published
® Comments Edit Quick Edit Trash View 2014/09/07
LEGO Ti ag Uncategorized - Published
Appearance 0 Delete Page or Post 2014/06/20
v Plugins 3 :
Ellie Goul To delete your Page or Post, first ag Uncategorized — - Published
Users click on the Trash link to send it to 2014/05/20
the trash.
* Tools Hello wor ag antiquarianism, Blogroll tagl, tag2, tag3 u Published
. 2013/11/30
Settings
apse ment Draft — Draft Joe Blogg Unpublished content — Last

To delete the Page/Postpermanently or to restore the Page/Post,click the Trash

link at the top of the screen.When the cursor is hovering over eachitem in the
Trash, the Restoreand Delete Permanently links appear. Click Delete Permanently
to permanently remove a single Pageor Post. Clicking Restorewill restore the Page
or Post.

) @ Your WordPress Site I + New View Posts Howdy, Joe Blogg |-

& Dashboard Posts '-ENe; ]

A Posts All (44) | Mine (41) | Published (42) | Sticky (1) | Scheduled (1) | Draft (1) | Trash (2) | Search Posts

All Posts B Action All dates ~ All Categories ~ . Filter - r_mpty Tra“si'! | 2 items
I o Delete or Restore Content
e Author ] Date
o Empty Trash
To delete a 5|r1_v,_|e Page or Post Jos Blogg =7 Last
permanently, click the Delete = v del I z Modified
Permanently link. Click the Restore -Iht'_pi-.‘l I;Mnlﬂ“ ?’I ¥ l_:P i ar Lemsn 2019/12/01
9] Media link to restore the Page or Post. l;,le 'r‘:'ljb 1, click the Empty Trash
yutton.
- Spaceflight Joa Blogg Last
Pages i
E g Restore Delete Permanently Modified
108/07
¥ Comments Z014/03/07
Title Author Categories Tags ] Date
& Appearance e =
Bulk Actions ~ Apply ] | Empty Trash | 2 items

A Plugins

If you would like to permanently deleteor restore numerous items at once, click
the checkboxesnext to the items you would like to delete or restore and then
chooseeither Restoreor DeletePermanently from the Bulk Actions dropdown list
at the top of the page.After selectingthe appropriate action click the Apply button
to make your change. Alternatively, click the Empty Trash button to delete all the
items in the Trash.
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Fullscreen Editing

WordPressallows for fullscreen composing. It provides for complete distraction
free editing of your Pageor Post.To enter fullscreen mode simply click on the

. =

Distraction FreeWriting button ( < )- With the Distraction Free Writing button
turned on, the left-hand menu and the right-hand side panelsfade out of view,
leaving the screenwith justthe minimal required to composeyour content.

Hello world!

07 Add Media | Visual  Text

Paragraph v B I i (13

1l
g

w“ - AvE QO Q® ®

To be the first to enter the cosmos, to engage, single-handed, in an
unprecedented duel with nature—could one dream of anything more?
Curious that we spend more time congratulating people who have

succeeded than encouraging people who have not.

=]

Word count: 139 Last edited by Joe Blogg on December 8, 2019 at 5:11 pm

In Distraction Free Writing mode, only the Title field and Visual Editor is
displayed until you move your cursor outside of the editor. Onceyou move your
cursor outside of the editor, the menu and side panels fade back into view.

To exit from Distraction Free Writing mode, click on the Distraction FreeWriting
button again.

Saving and Publishing Content

Onceyou’ve added all your content to your Pageor Postyou have the option of
Saving the Pageas a Draft or Publishing the page. Clicking the SaveDraft button
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will simply saveyour Page/Post.Thisis handy if you would like to come back at a
later date to add more contentor if you're simply not ready to publish yet.

& & Your WordPressSite §8 0 4 New View Post Howdy, Joe Blogg |}

@ Dashboard Edit Post [ Add new |
Post: : "
2 Posts Spaceflight Publish
All Posts Permalink: http:f/your-wordpress-site.com/spaceflight/ | Edit | Save Draft [ Preview
Add New >
[ 1 9 c
Categories 07 Add Media TR Status: Draft Edit
Tags X 5 T - > Visibility: Public Edit
Paragraph + B I : € = = = ¢ = |8 2 :
0 o _ *4) Revisions: 17 Browse
<1 Media w — A v B 9 O E 7]
|. [ e ] Publish on: Sep 7, 2014 at 15:31 Edit
¥ Comments . . . Move to Trash m
The sky is the limit only for those who aren't afraid to fly!
» Appearance @ = =
£ Plugins Space, the final frontier. These are the voyages of the starship Ente s
& Users Its continuing mission: to explore strange new worlds. To seek out; ©nce all your content s added you
have the option to save as a draft or
# Tools and new civilizations. To boldly go where no one has gone before! ~ Publish.
Settings e
(4] menu Gallery

Image

Link

Clicking the Publish button will saveyour Page/Postandpublish 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 Statusis setto
Draft but this can be changedby clicking the Edit link just to the right of Status:
within the Publishpanel.
« Pending Review meansthe draft is waiting for review by an editor prior to
publication.

- Draft meansthe posthasnot beenpublished and remains a draft for you.

You can also changethe visibility of the Pageby clicking the Edit link just to the
right of Visibility: within the Publishpanel.

« Public is the default and means the pageis viewable to all. There is alsoan
option to make the Post‘sticky’. Sticky postsare placed at the top of all blog
posts and stay there even after new postsare published.
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« Password Protected allows you to assigna password to your page.Only
people who have the password will be able to accessthe page.

« Private hidesthe content from the public completely. Normal usersand
visitors will not be aware of private content. You will only seethe private
content when you are loggedinto your WordPressblog.

Justbelow the Title for your content is the full URL for your Pageor Post.Clicking
this will take you to the published page,or if the pagehasn’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 Pageor Post.You might decide to do this for
improving SEO(SearchEngine Optimisation). Most times though, you’ll simply
leave the default URL which WordPress automatically generatesbasedon your
Page/PostTitle.

By default, when you click the Publish button your Page/Postispublished
immediately. To changethis, click the Edit link just to the right of Publish
immediately within the Publish panel. You can then selectthe date and time that
you’d like to schedule your Page/Posttobe published. You must also click the
Publishbutton when you have updated the date and time fields to publish at the
desired date and time.
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MediaLibrary

The Media Library is where you canfind all the files that you’ve uploaded. There
are two different typesof views you can selectfrom when viewing your media

library. You can click the List View icon (") to display your imagesin allist, or
you can click the Grid View icon () to view your imagesin a Grid layout.

The Grid View will display a grid of thumbnail imagesfor eachof your media
files. By default, it will show the first 80 imagesin the Grid view. To view more
images, click the Load more button at the bottom of the page.

i @& Your WordPress Site W + New Howdy, Joe Blogg |}

@ Dashboard Media L;brary | Add New

A Posts q .
E All media items v All dates v Bulk Select Search
By Media

e @ Wedia Library

Add New

;" —

7-Minutes-of-

Use the icons to switch between the
List View and Grid View

Terror-Curiosity-

-
" kﬁ*n . | Rovers-Risky-
Mars-
™ \ % Landing-.mp4
WAl iy

Pa—

IH Pages

¥ comments
EPETTEEE Y

Appearance
Plugins }E
e ¥

Users

Y B ® Y

Tools

B

Settings

QO cc

llapse menu

Clicking on a thumbnail image will
show a popup window with all the
details about that media file

The List View will display your imagesvertically down the page,over multiple
pages.By default, it will display 20 images per pagebut you can change this
number by clicking the ScreenOptionslink at the top-right of the pageand
changing the Number of items per page.
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() @ Your WordPress Site B8 0 4 New Howdy, Joe Blogg |2

@ Dashboard Media Library Add New

B

@ Media uhl’, 95 items 1 |ofb _:_E

All media items All dates ~ || Filter Search

Use theicons to

switch between the Author Uploaded to = Date
t View a View
| Pages List View and Grid View
Joe Blogg Sample Blocks —_ 2019MAz2
¥ comments oo i Detach
' Appearance
=% bigstock-yoga-woman-on-green-grass-12509696 Joe Blogg Sample Blocks — 2019M1/09
i Plugins - i : Detach
=l ‘K/ bigstock-yoga-woman-on-green-grass-12509696-scaled.jpg g
% Users =
= bigstock-Stockholm-46423090 Joe Blogg Sample Blocks 2019/11/09
bigstock-Stockholm-46423090-scaled.jpg Detach

Edit Delete Permanently View

W bigs Joe Blogg Sample Blocks — 2019/11/09

a bigs] @ Sndin umr’ . Detach

Hovering the cursor over each row

bigs will show you various options you 80 Joe Blogg sample Blocks = 2019/11/05
can perform r
ﬁ.. bigs l aled-2560.jpg Detach
B 7 Minutes of Terror Curiosity Rover’s Risky Mars Landing Joe Blogg Sample Blocks — 2019/11/05

Both views show the most recently uploaded files first. There are alsodropdown
lists that allow you to filter the list of files that are currently being displayed,along
with a searchfield to help searchfor files.

Within the List View, the list of files contains a small thumbnail version of the
image or file, the file title and the file name along with the file extensionwhich
shows the type of file (JPG,MP3,etc.),the name of the Author who uploaded the
file, the Pageor Postwhich the image was uploaded to, the number of comments
and the date the file was uploaded.

When hovering your cursor over eachrow in the List View, a few links will
appear beneath the file name.

« Edit —Allows you to edit the file properties such as Title, Alt Text, Caption and
Description. You can also perform some basicimage manipulation

« Delete Permanently —Deletesthefile permanently from the Media Library

- View — Will take you to the display pagefor that file
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Viewing a File in the Media Library

The Grid View will display a grid of thumbnail imagesfor eachof your media
files. Dependingon the file type, you’ll either seea thumbnail image for that
particular file or an icon representation.

After clicking on a thumbnail within the Grid View, a pop-up window will display
the properties for that particular file, along with giving you the ability to update
certain properties. If the file is an image, you’ll alsoseea larger version of that
image. For supported audio and video files (M4a, MP4, OGG,WebM, FLV, MP3, and
WAV) you’ll seethe appropriate media player. For other file types such as PDF’sor
Word Documents,there is a link to view the attachment pagewhich in turn hasa
link to the actualfile.

Attachment details

Uploaded on: December 22, 2013
Uploaded by: Jo& Blogg
Uploaded to: Hello world!

Fila name: Seren g

File type:

File size: 152 KB

Dimensions: 1024 by 768 pixels

Firefly Class 03 Mid-bulk transpor

Describe the purpose of the image. Leave
- " . . empty if the image is purely decorative.
" 1 Update the media file properties by
| filling in the relevant fields. The > | Firefly Class 03 K64
available fields will vary depending
: Serenity - A Firefly Class 03 Mid-
bulk transport ship

OOh! Shiny!

o Attachment Details

e 5 : S _ ress-site.comjwy
To view and edit more file properties,

click the Edit more detaifs link.

View attachment page | Edit more details | Delete permanently

Edit Image

Within the List View, you can click the thumbnail image,the media file title or you
can hover the cursor over the row and click the Editlink. The various file
properties will be displayed,along with giving you the ability to update certain
properties. If the file is an image, you'll seea larger version of that image. For
supported audio and video files (M4a, MP4, OGG,WebM, FLV, MP3, and WAV)
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you’ll seethe appropriate media player. For other file types such as PDF’sor Word
Documents,you’ll simply seethe file properties along with a button to view the
attachment pagewhich in turn hasalink to the actual file.

T‘ # Your WordPress Site B 4+ New View Attachment Page Howdy, Joe Blogg !

Sereen Options ¥ Help *
#% Dashboard Edit Media | Add New
A Post .
s Firefly Class 03 K64 Save v
Media f
q’ Permalink: http://vour-wordpress-site.com/hello-world/serenity/| Edit [iii] Uploaded on: Dec 22, 2013 at 17:28

Library

as Uploaded by: Joe Blogg
Add New
[ Uploaded to: Hello world!

o File URL:

Comments http:{fyour-wordpress-site.comfwp-c

Appearance Copy URL to clipboard

& Plugins File name: Serenity.jpg
Users File type: JPG

Tools File size: 162 KB

. Dimensions: 1024 x 768
Settings

Delete permanently

.,__' Update the media file properties by
filling in the relevant fields. The
Edit Image available fields will vary depending
on the type of file you're updating.
Alternative Text

Firefly Class 03 Mid-bulk transport ship

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

Caption
Serenity - A Firefly Class 03 Mid-bulk transport ship

Description

e e ——

00h! Shiny!

Clickingthe View link, when hovering your cursor over a row, will display the
attachment pagefor that particular media file. If the file is an image, you'll seea
larger version of that image. For supported audio and video files you’ll seethe
appropriate media player and for other file types suchas PDF’sor Word
Documents, you’ll seealink to the actual file.
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.F‘ & Your WordPress Site ,’ Customize W 0 < New (" Edit Media Howdy, Joe Blogg .

Your WordPress Site — Just another WordPress site
Home About The Tests v Blog

Syntheuca _

For supported audio and video files
you'll see the appropriate media
23,20 player.

“Synthetica” from Synthetica by Metric. Released: 2012. Track

8 of 11. Genre: Indie Rock.

Adding a File to the Media Library

To add a new file to the Media Library, click on the Add New link in the left-hand
navigation menu or the Add New button at the top of the page.

If you click the Add New button when you’re viewing the Media Library in the List
View, or click the Add New link in the menu, simply drag your imagesfrom
wherever they are on your computer, into the area marked Drop files here. Your
file(s)will be automatically uploaded.

Onceyour imagesor files are uploaded, they’re listed below the file uploader. If
you’d like to edit the file properties, click the Edit link next to the file. If you
simply want to copy the URL of the uploaded file, click the CopyURL to clipboard
button.
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Y @& Your WordPress Site + New lowdy, Joe Blogg |}

o Upload Media ey

& Dashboard i
Upload New Media Simply drag and drop files from

# Posts your computer to here & have them
automatically uploaded.
0] Media

Library

Drop files to upload

or

B Pages o Upload Media Select Files
_ — @ urloaded Media
Comments

Click Sefect Fifes if you wish to open a

dialog box to manually select the Once your files are uploaded,
Appearance Youars ving the mi files to upload. o they're listed below the file
uploader.

¢ Plugins

Maximum upload file size: 32 MB.
Users
Shang-Chi-And-The-Legend-0f-The-Ten-Rings_Real3D-Poster

' Tools Shang-Chi-And-The-Legend-Of-The-Ten-Rings_Real3D-Poster.jpg { Copy URL o clipboard | Ediit

Shang-Chi-And-The-Legend-0f-The-Ten-Rings_Poster-01

Shang-Chi-And-The-Legend-0f-The-Ten-Rings_Poster-01.jpg | Copy URL to clipboard | Edit
Eternals_Poster02 =
Eternals_Poster02.jpg | Copy URL to clipboard ! Edit
BlackWidow_Poster11 .

it

LA BlackWidow_Posteril.jpg | Copy URL to clipboard

If you click the Add New button when you’re viewing the Media Library in the
Grid View, you can drag your imagesfrom wherever they are on your computer,
to anywhere on the screen.Your file(s) will be automatically uploaded.

Onceyour imagesor files are uploaded, they’re displayed below the file uploader,
with the rest of your media.
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(W @ Your WordPress Site B + New lowdy, Joe Blogg |}

@ upload Media —_—

@ Dashboard Media Library l Add New
) Simply drag and drop files from

2 Posts your computer to anywhere on the
2 e screen & have them automatically %
Q] Media Drop files to uploal UPloaded.
Library or
Add New Q Upload Media l Select Files ‘

B Pages

) Click Sefect Files if you wish to opena  |aximum upload file size: 32 MB.
¥ Comments dialog box to manually select the ° Uploaded Media
files to upload.

g - a
» Appearance Once your files are uploaded,

. ; ( they're listed below the file
# Plugins H | Almediaitems v | | Alldates v | | Bulk select l.|-,|\-f;a.1z-r.

s Users

& Tools

Settings

02-Brave=
Encugh-ft.-

Christina-

Perri.mp3

When uploading files, you can also click the SelectFilesbutton and then selectthe
files that you'd like to upload, using the dialog window that is displayed.

Editing the File Properties

If you're viewing your files using the Grid View, simply click on one of your media
files and you’ll be presentedwith a pop-up window that displaysthe relevant
properties for that particular file.

After updating eachfield your changeswill be automatically saved.You can use
the arrow buttons at the top of the pop-up window to navigateto the previous or
next image. Clickthe ‘X’ in the top-right of the pop-up window to return to the
media Grid View.
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Attachment details

Uploaded on: December 15, 2013

Uploaded by: Joe Blogg

Uploaded to: Markup: HTML Tags and Formatting

File name: bigstock-Lighthouse-At-Night-44466193.jpg
File type: ims ipeg

File size: 11 MB

Dimensions: 5592 by 3728 pixels

Describe the purpose of the image. Leave
empty if the image is purely decorative.
Update the media proper ties. As Title | bigstock-Lighthouse-At-Night-44
you move between each field, your
changes are automatically saved.

——

To permanently delete the media file, |
click the Defete Permanently link. You
will be prompted for confirmation.

Edit Image

View attachment page | Edit more details | Delete permanantly

To edit the properties of an existing file when usingthe List View within the Media
Library, hover the cursor over the particular row that containsthe file you wish to
edit and click the Edit link. Alternatively, you can alsoclick the file title or the
thumbnail image. Clicking the Editlink next to the file after it’s just been
uploaded, will alsoallow you to edit its properties.

After clicking Edit, the relevant properties for that particular mediafile are
displayed, including the title, URL,filename, file type and in the caseof an image,
the file dimensions. When editing the file properties, the Alternative Text field will
only be displayed for images.
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T‘ # Your WordPress Site B 4+ New View Attachment Page Howdy, Joe Blogg !

Sereen Options ¥ Help *
#% Dashboard Edit Media | Add New
A Post . : P
s bigstock-Lighthouse-At-Night-44466193 Save v

Media
q’ Permalink: http://your-wordpress-site.com/bigstock-lighthouse-at-night-44466193- 2/ [iii] Uploaded on: Jan 1, 2019 at 19:17
Library as Uploaded by: Joe Blogg
Add New

File URL:
Pages - http:/fyour-wordpress-site.comjwp-c

Comments Copy URL to clipboard

File name: bigstock-Lighthouse-At-
Night-44466193.jpg

Appearance

¢ Plugins
File type: JPG
Users
File size: 11 MB

Tools Dimensions: 5592 x 3728

Delete permanently m

Settings

After updating the media properties,
click the Update button to save your
changes

Update the media properties. You'll
only be shown properties that are

relevant for that particular file,
Edit Image |

Alternative Text

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

Caption

Description

- Title —Although the field isn’t labelled, the Title is the field at the very top of
the page (when editing the image from the List View). The Title is displayed as
a tooltip when the mouse cursor hovers over the image in the browser

« Caption —is displayed underneath the image asa short description. How this
displays will be dependent on the WordPresstheme in use at the time. You
can alsoinclude basicHTML in your captions
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« Alternative Text —Thisfield is only displayedfor imagefiles. The Alternative
Text is displayed when the browser can’t render the image. It’s also used by
screenreaders for visually impaired users

« Description —This content is displayed on the file’s attachment page

« Metadata - Artist — Thisfield is only displayedfor audio files. It allows you to
specify the recording artist

« Metadata - Album —Thisfield isonly displayedfor audio files. It allows you
to specify the album to which the audio file belongsto

Oncethe file properties are updated click the Update button to saveyour changes.

Editing an Image

WordPresshas a basicimage editing tool that allows you to perform some simple
manipulation with your uploaded images.You're able to rotate and flip your
images aswell asscalethem and crop them to different sizes.

When editing the file properties of an image (asopposedto other file typeslike
documents or PDFs),click the Edit Image button that appears just below the image
to show the image editing tools.

If you click the Edit Image button whilst using the Grid View, the image editing
toolswill appearin the pop-up window.
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Attachment details

_ | SCALE IMAGE @
ro £ L it 3 matate ri Ty vertics i
I 11- Crop J ||§ Rotate left | I % Rotate right )L ‘a Flip vertical q], Fi ° Edltingan Image Original dimensions 5592 x 3728

i o New dimensions:
he image editing buttons allow you

to perform basic image editing 5592 x| 3728

functionality such as cropping,
rotating & flipping. m

o Editing and Image IMAGE CROP @

Aspect ratio:
You can scale & crop your image by
entering the appropriate values in
their respective input fields. Selection:

THUMBNAIL SETTINGS @

Current thumbnail
o Editing an Image Apply changes to:

@) All image sizes

You can apply your updates to All
images sizes, Thumbnail or All sizes
except Thumbnaif. All sizes except thumbnail

Thumbnail

If you click the Edit Image button whilst using the List View, your pagewill look
slightly different to the above Grid View. Aswell asthe image editing tools, you'll
also seethe properties of the file such asthe file size and dimensions. You can also
still update the Caption, Alternative Text and Description.
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Posts

0] Media

Library

Add New

@
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3
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Pages

Comments

Appearance
Plugins
Users

Tools

Settings

# Your WordPress Site 4 New View Attachment Page Howdy, Joe Blogg | .

Editing an Image Help ¥

The image editing buttons allow you

N " M T S e A P , i B R
blgStOCk-nghthOU to p.e_r.ar m LL.l_n.c |'r.|f.,ge_.ecl|§mg You can scale & crop your |_hu.g.e by v A
functionality such as cropping, entering the appropriate values in
Permalink: http:/jyour-word]  rotating & flipping. $193-2/ their respective input fields. Jat19:17
H crop 5 Rotate left E Rotate right l Scale Image (7] :e- Uploaded by: Joe Blogg
8 Flip vertical ﬁﬂ Flip horizontal | Original dimensions 5592 x 3728 File URL:
Nisr dimanislons: http:/[your-wordpress-site.comfwp-c
5592 x| 3728 Copy URL to clipboard

m File name: bigstock-Lighthouse-At-

Night-44466193.jpg
Image Crop @ File type: JPG
Aspect ratio: File size: 11 MB
Dimensions: 5592 x 3728

Selection:
Delete permanently Update

Thumbnail Settings @

Cancel

Current thumbnail

° Eﬂlﬁ'lsall II'IB‘Q Apply changes to:

® Allimage sizes

You can apply your updates to All
images sizes, Thumbnail or Alf sizes
except Thumbnail, All sizes except thumbnail

Thumbnail

Alternative Text

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

Caption

Description

| I:|| . . -Iirk.j -E-qun'.e d;H ins- .irr:g-”- || ol.| --I | .-code. |"clase t;qs

No matter what view you’re using, just abovethe image you’ll find the following
image editing buttons:

[ H crop | Crop - Click on the image and drag the selection box

to the sizethat you'd like the image cropped. Click
the Crop button to crop the image to the new size
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l £ Rotate left ] Rotate Left —Rotatethe image 90° counter-clockwise

l [3 Rotate right l Rotate Right — Rotatethe image 90° clockwise
l B Flip vertical | Flip vertical —Flip the imagevertically
| oo Flip horizontal 5 Flip horizontal —Flip the imagehorizontally

Undo —Undo the last change

Redo —Redothe last change

To scaleyour image to a new size,simply enter the width or height dimensions in
the appropriate field and click the Scalebutton. For bestresults, scaling should be
done before performing any other operationslike cropping, flipping or rotating
the image. It’'s important to note that imagescan only be scaleddown, not up.

After entering one scalevalue, the other value will change automatically soasto
keep the image in proportion. The original image dimensions are displayed just
abovethe input fields, for your reference.

There are several ways to crop your image. The easiestis to simply click on the
image and drag the selectionbox to the appropriate size.If you’d like your image
cropped to a specific ratio, enter the values in the AspectRatio input fields (e.g.1:1
(square), 4:3,16:9etc.). You can then hold down the shift key and drag one of the
edgesof your selection to enlarge or reduce the size,while keeping this aspect
ratio locked. If there is already a selection made, specifying the aspectratio will
automatically change the selectionto match it.

Whenever the selectionbox is adjusted, the dimensions are displayed in the
Selectioninput fields. You can also manually enter the dimensions of the selection
box (in pixels) by entering valuesinto thesetwo fields. Onceyour selection box is
adjusted, simply click the Crop button just above the image to crop the image to
this new size.
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By selecting one of the options in the Thumbnail Settingspanel, you have the
option to apply your changesto All image sizes,just the Thumbnail image or All
sizes except Thumbnail.

Click the Savebutton to saveyour changes.

Click the Updatebutton to return to the main Media Library page.

If you’d like to revert backto your original image, click the Edit Image button
again to return to the image editor. A new RestoreOriginal Imagelink is displayed
just below the Scalelmagelink. Click the RestoreOriginal Image link and then
click the Restoreimagebutton to discard your changesand restore your original
image.

F‘ # Your WordPress Site ®8 0 4 New View Attachment Page Howdy, Joe Blogg !

Screen Options ¥ Help =
& Dashboard Edit Media | Add new
A Posts . - .
a bigstock-Lighthouse-At-Night-44466193 Save v
0] Media _
Permalink: http://your-wordpress-site.com/bigstock-lighthouse-at-night-44466193-2/ | Uploaded on: Jan 1, 2019 at 19:17
Library 1T . "
ﬁ Crop & Rotate left & Rotate right l Scale Image @ as Uploaded by: Joe Blogg
Add New ~ =
B Flip vertical O Flip horizontal | Original dimansions 5060 x 3145 File URL:
B Pages New dimensions: http:/fyour-wordpress-site.com/wp-c
¥ Comments 5060 x| 3145 Copy URL to clipboard
2 Appearance m File name: bigstock-Lighthouse-At-
Night-44466193.jpg
£ Plugins
Restore original image File type: JPG
e Users -
Discard any changes and restore the File size: 11 MB

ariginal image. Previously edited
copies of the image will not be
deleted.

Image ¢ Restore Image

)’ Tools

Dimensions: 5060 x 3145
Settings

0 c

Delete permanently Update

Aspect |
Click the Restore Original Image link
and then the Restore image button
Selectio 1O discard your changes & restore

your original image.

Deletinga File from the Media Library

To deletea file from the Media Library when using the Grid View, first click an
image to view the File Properties, then click on the DeletePermanentlylink that
appearsin the pop-up window.
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Attachment details

Uploaded on: December 15, 2013

Uploaded by: Joe Blogg

Uploaded to: Markup: HTML Tags and Formatting

File name: bigstock-Lighthouse-At-Night-44466193.jpg
File type: imagefjpeg

File size: 11 MB

Dimensions: 5592 by 3728 pixels

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

bigstock-Lighthouse-At-Night-44.

Click the Delete Permanently link to
delete the image from the Image
Library. You will be prompted to
confirm your choice,

View attachment page | Edit more details | Delete permanently

You can also bulk delete multiple imagesat oncein the Grid View by clicking the
Bulk selectbutton when viewing your grid of images,selectingall the imagesyou
want to delete,and then lastly, clicking the Deletepermanently button.

To deleteafile from the Media Library when usingthe List View, click on
the DeletePermanentlylink that appearsbeneath the file name when hovering
your cursor over eachrow.
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() @ Your WordPress Site I + New

@ Dashboard Media Library | Add New
* Posts
] All media items v All dates v || Filter
0] Media
Library Bulk actions v || Apply
Add New
File

Pages

Comments

%

Appearance

Plugins

Users

Y% B

Tools

8

Settings

(4]

After you click the DeletePermanentlylink in either view, you’ll be prompted with

a confirmation message.

confirm
Shang-Cni-And-1ne-Lagend-Ut=1ne-ien-Kings_Heal30-

TheFalconAndTheWinterSoldier_Posteril
! TheFalconAndTheWinterSoldier_Poster11.jpg

BlackWidow_Poster11
BlackWidow_Poster1l.jpg

Eternals_Poster02
Eternals_Poster02.jpg

Edit Delete Permanently View

Poster-01

Sha -01.jpg
delete the image from the Image

T R o8 e Real3D-
Library. You will be prompted to

Pog

1 your choice,

Author

Joe Blogg

Joe Blogg

Joe Blogg

Joe Blogg

Joe Blogg

Search

109 items

Uploaded to

(Unattached)
Attach

(Unattached)
Attach

(Unattached)
Attach

(Unattached)

Attach

(Unattached)
Attach

Screen Options ¥

Howdy, Joe Blogg

Help *

Date

33 mins ago

43 mins ago

44 mins ago

44 mins ago

45 mins ago

Clickthe OK button to delete the file or click the Cancelbutton to return to the

Media Library.
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Editing your Profile

To edit your profile details,simply click on your user name, top right corner,
then click on the Edit Profile link that appears beneath your user name.
Alternatively, click on the Profilelink in the left-hand navigation.
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Profile

& Tools

B Settings

Profile

Personal Options

Visual Editar

syntax Highlighting

Admin Color Schema

Keyboard Shortouts
Taolbar

Name

Username

First Name:

Last Mame

Nickname {reguired)
Display name publicly as
Contact info

Email {required)

Website
About Yourself

Biographical infe

Profile Picture

Account Management
New Passwaord

Sessions

Application Passwords

Application passwords allow authentication vis non-i
raveked. They cannot ba used for tradionsl loging to your website
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Enable keyboard shortcuts for comment maderation. More infarmation
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Ocean

+| Show Toolbar whaen viewing site
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If you’re an Administrator and would like to edit someoneelse’sprofile, click on
their user name when viewing the list of Usersor click on the Editlink that
appearsbeneaththeir user name when hovering your cursor over eachrow.

Update the appropriate fields and then click the Update Profile button to saveall
your changes.
Personal Options

« Visual Editor —Checkingthis box disablesthe Visual Editor when writing
and usesthe plain html editor

« Syntax Highlighting —Checkingthis box disablesthe syntax highlighting
when editing codein the built-in editor

« Admin Color Scheme —Checkthis radio button next to the colour scheme
desired for the administrative panels.You have the choice of eight different
color schemes

« Keyboard Shortcuts —Checkingthis box Enableskeyboard shortcuts for
comment moderation. Keyboard shortcuts are designedto allow you to
rapidly navigate and perform actionson comments

« Toolbar —Checkingthis box will display the Admin Bar at the very top of
your website (only for the person who is currently loggedin)
Name

« Username —You cannot edit your Username becauseit is used as your
Username during the login process.Even an Administrator cannot change
your Username. Usually, no one else ever needs to seeyour Username

» First name —Enter your first name in this text box
« Last name — Enter your last name in this text box

« Nickname —(mandatory) The nickname is a requirement for every user. It
may be the sameasyour Username or it can be different. If you don’t supply
a Nickname, then the Usernamewill be placedin this field
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« Display name publicly as-—Selecthow your name is cited on your blog, from
the dropdown list. You can choosefrom several choices:Nickname,
Username, First Name, Last Name, ‘First Last’, or ‘Last First’. If you prefer
‘LastFirst’, insert acomma after your last name in the Last Name text field
and choosethe last option from the dropdown list. For security reasons,it’s a
goodideato keep this different from your Username

Contact Info
« E-mail — (mandatory) All usersare required to list an email addressin their
respective Profiles. The email address must be unique for each user. Your
blog will usethis addressto notify you of new comments to your postsand
for other administrative purposes.Only other registered users of your blog
will have accesstothis email address.It is never sentanywhere

« Website —Enter your website address

About Yourself

« Biographical Info —Enter a short description or profile of yourself here.
Dependingon your theme, this optional information may be displayedwhen

creating new Posts

« Profile Picture —The avatar that is displayed is called a Gravatar. A Gravatar

is a Globally RecognizedAvatar. To create a Gravatar, simply goto
and sign up. To useyour Gravatar within WordPress,simply

add an email addressto your Profile that you’ve configured within the
Gravatar site and it will automatically display

Account Management
« New Password —Click the GeneratePassword button to generate a new
Strongpassword. A password strength indicator will be shown just below the
password field
« Sessions—If you've left your account loggedin at a public computer or
you’ve lost your phone, you can click the Log Out Everywhere Elsebutton to
log you out of everywhere exceptfor your current browser
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