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Welcome
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an in depth look at every single function available within the WordPress
dashboard. Nor is it a guide to help you develop or modify WordPress

themes. My aim is to crea  te a simple WordPress guide that will help you to

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

Y6 CpA a6 0pp 0 odgepth khdwhdgé, thérdareggaps of articles
the that go into more detail. This is great if you want to
get really involved in developing your own WordPress theme or modifying

0A@ 060

your site with plugins, but it can be a bit daunting for those users who just

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


http://codex.wordpress.org/Main_Page

Introduction

WordPress is an softwar e system used by millions of people
around the world to create beautiful websites and blogs. It is completely
customisable by the use of and

~ Wo r éPigweb software you can use to create a beautiful
website or blog. We like to say that WordPress is both free and
priceless at the same time.?®°

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

As well as being a fantastic blogging and content management system, one of

a+0 +A606 fi6oyoowsaA oA a+06 Co6d0a+ pd oyodpa
communi ty 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.

4+06a6" A 00Ap & +A060 yAufioa pd 060 Aghdyghara A"

their knowledge through blog posts, tutorials, reviews, videos and the
creation of thousands of themes & plugins.

WordPress powers a staggering amount of websites. In fact, it powers over

24% of the whole web! Everything from personal blogs to lar ge corporate
websites. The following are just a very few examples of the millions of

diverse sites powered by WordPress...
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The Streamy Awards ¢

The Streamy Awards are the first and most prestigious awards devoted to

honouring excellence in web television. The Streamys celebrate the pioneers
laying the groundwork for a new and dynamic entertainment medium.

0f A2 AOU\ P+ EEih&LieMBd J ° A
The website is the o fficial source for facts about Sweden. It is publicly
funded, with four organisations behind it: the Swedish Institute;
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http://en.wikipedia.org/wiki/Open_source
http://wordpress.org/themes/
http://wordpress.org/plugins/
http://www.wnba.com/
http://www.streamys.org/
http://sweden.se/

the Swedish Government Offices, including the Ministry for Foreign Affairs
and the Ministry of Enterprise, Energy and Communications; Business
Sweden; and VisitSweden.

Felicia Day ¢

Felicia Day is a professional actress who has appeared in numerous

television shows including, Buffy the Vampire Slayer, Supernatural and Eureka.

Feli cia is best known for her work in the web video world. She costarred in

*hAA 7+0060py- - A %uwiinidg Ihte@r@tambisical, Dr. Horri-bl e®s
Along Blog . She also created and starred in the hit web series The Guild.

The Official Star Wars Blog ¢

Star Wars is an American epic space opera franchise conceived by George
Lucas. The first film in the franchise was originally released on May 25,

1977, by 20th Century Fox, and became a world wide pop culture
phenomenon. Star Wars is one of the most popular movie series of all time
dy6 a+06 AdbagdA poowowsdld AOpod oA ypCoaodso ncC

Aqua Hotels and Resorts ¢
Aqua Hotels & Resortsis a full -service hotel management company founded
in 2001 by Hawaii hotelier Michael V. Paulin.

Ladies Learning Code ¢

A new Toronto -based collective of women working to e mpower everyone to
feel comfortable learning basic, beginner -friendly technical skills in a social,
collaborative way.


http://feliciaday.com/
http://www.starwars.com/news
http://www.aquaresorts.com/
http://ladieslearningcode.com/

Before you can make any changes to your site, you will need to log in. The

login for your site is typically found at the following URL - http:/lyour -
wordpress -site.com/wp -admin. Obviously, replace your-wordpresssite.com with

your actual domain name.

W,

Username

There are exceptions to this of course. For instance, your WordPress setup
maybe installed in a subdirectory. For most standard setups a+pAc+ CpA I

find the above should work.


http://en.wikipedia.org/wiki/Url

Dashboard
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administration homepage. At the very top of your Dashboard (and across

ever y page) you will see the name of your site in the header area. In the

example screenshot below (and throughout this documentation) the site

name is Your WordPress Site This is also hyperlinked to your site's homepage.
You will also see the name of the per son who is currently logged in (e.g. Joe
Blogg). Move your cursor over your name to reveal the Log Out link as well

as a link to edit your Profile.

7+0y yo6C pa Ayo60a066 600aAadbA dabdb wesyaapoA
shown a New Feature Pointer. Thisis s imply to bring to your attention some

608aAa0 Coga+pgy &a+0 $0A-Apoaoc a+~da A Ao6OYy
Dashboard image, the New Feature Pointer is highlighting the updated
Toolbar. Click Dismiss to hide the pointer.

[

Howdy, Joe Blogg |2

Screen Options Help
&0 (@) siteName @ New Feature: Toolbar
| Q Current User

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

@) @A YourWordPressSite B + New

| Hover over the toolbar items to see what's new. who is currently logged in.
Dismiss 5
Media on your mind?
¢ WordPress 4.3 running Twenty Fifteen wieine.
Pages Q Admin Feature Pointer
Comments Activity
This is a New Feature Pointer. It highlights
Publishing Soon new WordPress features. Here, it's pointing
Appearance
i to the WordPress Toolbar.
P z Jan 1st, 12:00 pm Scheduled
¢ Plugins
. Ty ey
Usors Recently Published -
Draft April 9, 2013
Tools Spaceflight This post is drafted and not published yet. It should...
LEGO Timelapse
Settings Ellie Goulding - Halcyon Days
, WordPress News
Collapse menu Hello world!
Markup: HTML Tags and Formatting WordPress 4.3 “Billie” August 1

Version 4.3 of WordPress, named “Billie” in honor of jazz singer Billie Holiday,

On most pages, just belowy  our Username there are a couple of small
inverted tabs. One called Screen Optionsand another called  Help. Clicking

either of these links will cause a panel to slide down from the top of the
page. The Help link, not surprisingly, displays some help informa tion. The

Screen Optionslink will display various options that allow you to configure
what is displayed on the current page. The details in this panel change

66yoyosyes py C+84 yooo CpA a6 o0AaaoyaacC aoocd



main Dashboard pagetheS 0ao66y /yaespyA daapC CpA ap
like displayed on the page.

Dashboard Menu Options

Down the left -hand side of the Dashboard and on every page you will see

ChAa Udoy yOdaowodadespy UOYAV 4+gA gA C+064abd
update and configure your site.

(padawsyd CpAa oAaApa pagda 680+ po6 &a<o6 o
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you click each of the main menu options, that particular menu will expand to
show all the available options within that section (if there are any).

&Y @A YourWordPressSite B Howdy, Joe Blogg | !

Screen Options

@ Dashboard Dashboard

Home
At a Glance Quick Draft
Updates

L_. 20 Pages Title
All Posts

= : What's on your mind?

71 Media Al New g Twenty Fifteen theme.

Categories

Pages 5
Tags

Comments

A
Appearance Pubj Hovering your cursor over each of

; ; Jan1¢ the main menu options will display Drafts

¢ Plugins a "fly-out” menu

- Vroom Vroom May 26, 2014
ece

Users

Draft April 8, 2013

Sep 7th, 3:31 pm Spaceflight This post is drafted and not published yet. It should...

Tools

May 20th, 8:13 pm LEGO Timelapse

The main menu options and their usage are:

Dashboard

4+gA Col0l0 60Ay08C CpAa Udgy $0A<fipdaoc : -
$0A+Apoasc CpA 00 Ad6O6 Apud naogdd AZdand py
Comments. If you have the anti-Ay 80 V0AOG@ByYy S0&d0ada
see the number of or comments awaiting moderation.

Posts

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

Media

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

P
(@)}
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http://akismet.com/
http://en.wikipedia.org/wiki/Spam_(electronic)

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

Comments

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

Appearance

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

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

Users

This screen lists all th e existing users for your site. Depending on your Role,
you can also add new users as well as manage their Roles.

Tools

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

Settings

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

At the bottom of the menu you'll see a link called Collapse menu. Clicking this

will hide the menu and simply display their icons instead. Click the small
arrow ico n again to expand the menu.

Occasionally when you install a plugin, they will have their own
configuration or setup pages. The location of these will be entirely
dependent on the individual plugin but most times these pages will either



appear within the  Tools section, the Settings section or in a completely new
menu section at the bottom of the menu.

Toolbar

The WordPress Toolbar is a way of easily accessing some of the most
common WordPress features. When you are logged into your WordPress
dashboard and yo u visit your website, you will see the Toolbar running
across the top of your site. This bar only appears if you are currently logged
gyap CpAa 7paéo0adAA Agad C+pgo+ UO6OYA
everyday site visitors. If you are not logged in, t +6 4ppairoa Cp
displayed.

&Y @ YourWordPress Site ,# Customize Howdy, Joe Blogg | !

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

Site WordPress site
Just another WordPress site

Pages v
Categories v
Depth v
Advanced v

Menu Description
Custom Menu Description

Search ...

Template: Sticky

The Toolbar allows you to quickly access the following commonly used
features.

Visit the WordPress.org website, Codex or Support forums

Display your site Dashboard and other commonly used menu options
that allow you to upd  ate your site Themes, Widgets and Menus

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

View or Edit your blog comments



Add a new Post, Media, Page or User
Perform a site Search

View or Edit your Profile and logout from the WordPress Dashboard

Hiding the Toolbar

You can stop the Toolbar from displaying by modifying the preferences
associated with your Profile. Simply click on 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  Edit link that appears beneath the user name when

hovering your cursor over each row. Alternatively, click on the Your Profile
link underneath the Users menu option in the left -hand navigation or within

the fly -out menu.

@) @A YourWordPressSite §1 0 < New Howdy, Joe Blogg | * |

# Dashboard Profile
A Posts Personal Options
07 Media
@ Pages Visual Editor Disable the visual editor when writing
® Comments )

Admin Color Scheme © Default Light Blue Coffee
» Appearance L N -
A& Plugins

Tool ight Ocean Sunrise

T @ rootvar m -
All Users You can hide the Toolbar on your
Add New website by unselecting the

Keyboard Shortcuts checkbox. ment moderation. More information
Your Profile
# Tools Toolbar @ Show Toolbar when viewing site

Settings

When editing your Profile there is a Toolbar option as shown in the screen
above.
Show Toolbar when viewing site ¢ Checking this box will display the
Toolbar at the very top of your website (only for the person w ho is
currently logged in)



Posts versus Pages

WordPress is built around two basic concepts. Posts and Pages. Posts are
typically blog entries. A series of articles, listed (usually) reverse -
chronologically. Pages are used for more static content (i.e. cont ent that

O6p6Ay & 0+30y606 pa 0+-0y006A sydadAAdyad
8 000606 py o0 aCyopgoona CofAgaov )y UpAa
1 ApAE AA° Y8606 OpOAy & 0+d6yo606 00 &+
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but you can also use the blog concept if you have a site where you need to
6sAyaoC CpAa :08a06Aa yoCA- pa 06ady UA
information that gets updated on a semi -regular basis can benefit from th
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Posts

After clicking on the Postsmenu option you'll be shown a list of Posts that
your site contains. Among the information dis played is the Post title, the
Author, Categories, Tags, No. of Comments and either the Date Published,
Date Scheduled or the Date the Post was Last Modified. The Posts screen will
look similar to the screen below.



@) @ YourWordPressSite B 4+ New Howdy, Joe Blogg | !

Screen Options Help
@ Dashboard Posts AddNew

A Posts All | Published | Sticky (1) | Scheduled (1) | Drafts Search Posts

i . :l :J - E - -
'osts

»
Add New Title Categories
Categori Advises total number of Posts, h P°Sts
ategories vises total number of Posts, now 5
B Scheduled - Unpublished 01

many are Published, Sticky,

Tags Scheduled, in Draft or in the Trash Click the icons to view the Posts list
. in the traditional List View or the
Media Spaceflight Jue ougy Uncategorized Excerpt View 107
Pages Edit Quick Edit Trash View d
mmen’ Vroom Vroom - Uncategorized — — 2014/05/26
Comments @ Posts 2 : 2
ast
Modified
earance i
App Hovering the cursor over each row
& Plugins LEGO Timelapse  will show you various options you Uncategorized — — 2014/05/20
can perform Published
Users
Ellie Goulding - Halcyon Days Joe Blogg Uncategorized — — 2014/05/20
Tools Published
Settings ]
Hello world! Joe Blogg antiguarianism, Blogroll tagl, tag2, tag3 n 2013/11/30
Collapse menu Published
@ Fosts Joe Blogg Unpublished content - 2013/04/09
Last
Perform actions on mulitple Posts at once Modified
by selecting the appropriate checkboxes &
then choosing an action from the Bulk Joe Blogg Markup content, css, formatting, — 2013/01/11
Actions dropdown & clicking Apply html, markup Published
Markup: Image Alignment Joe Blogg Markup alignment, captions, — 2013/01/10
content, css, image, Published
markup
At the top of the page you can view how many Posts in total you have in your

site, how many are Published, Scheduled, Sticky, Pending, in Draft or in the
Trash.

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

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

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

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

View ¢ Displaysthe OpA&av )6 &a4+6 OpAa +d8Ay & 6oy

say Preview

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



or the Move to 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 Pings or not, the Status and whether or not the Posts are
3 a @ 0 U QMowve todTragh option will move the selected items to the Trash.

You can also filter the pages that are displayed using the dropdown lists and

the Filter button.

At the top of the list of Posts there are also two icons that change how the

list is displayed. Click the List View icon (

traditional List View or click the

Pages

After clicking on the

Excerpt View icon (
excerpt from the Post underneath the Post title.

Pagesmenu option you'll be

) to display the posts in the
) to display a short

shown a list of Pages that

your site contains. Among the information displayed is the Page title, the
Author, No. of Comments and either the Date Published or the Date the Page
was Last Modified. The Pages screen will look similar to screen below.

@) @A YourWordPressSite B 4+ New

@& Dashboard pages Add New

# Posts All Published | Draft

Bulk Filter
Q Pages

Advises total number of Pages &
how many are Published or in Draft

07 Media

W Pages

All Pages
Add New

¥ Comments

¥ Appearance

Front Page
K¢ Plugins
e Users Sample Page

Edit Quick Edit Trash View

Thisis a Page Ti
O

About The Tests Hovering the cursor over each row
will show you various options you
can perform

4 Tools
[§ Settings

© Collapse menu

— Page Image A

Q Pages

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

— Page with comments

Howdy, Joe Blogg | *

Screen Options Help

Search Pages

21 items 1 of2 »
Author L Date
Joe Blogg — 2011/05/20
Published
Luke Skywalker — 2013/12/15
Published
Joe Blogg = 2011/05/20
Published
Joe Blogg — 2013/11/30
Published
Joe Blogg — 2014/12/11
Published
Joe Blogg - 2010/07/25
Published
Joe Blogg — 2013/03/15
Published
Joe Blogg - 2013/03/15
Published
Joe Blogg — 2010/08/01
Published

Joe Blogg 2007/09/04
a Published



At th e top of the page you can view how many Pages in total you have in
your site and how many are Published or in Draft.

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

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

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

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

w ~

View ¢ DisplaysthePag 6 v )6 a+06 00006 +0Ay a no6ody VyAI
say Preview

Next to each Page title is a checkbox. This allows you to perform an action
on multiple items at once. You simply check the Pages that you would like to
affect and then from the Bulk Actions d ropdown select either the Edit option

or the Move to Trash option and then click the Apply button. The Edit option

will allow you to edit the Author, Parent, Template, whether to allow
Comments or not and the Status of each of the checked items. The Move to

Trash option will move the selected items to the Trash.

You can also filter the pages that are displayed using the dropdown list and
the Filter button.



Adding your Site Content

l 66pyd opyaodoya ap CpAa Agad oA dy 060AC yapod
creat ing a Post or a Page. The procedure for both is almost identical. Apart

from how they display on your site, which was described earlier, the other

main difference is that Posts allow you to associate and

C+0a6d0A 0860A Opy av 7+8a A a4+06 60006060a06yood i
Normally, Tags are ad  -hoc keywords that identify important information in

your Post (names, subjects, etc) that may or may not recur in other Posts,

while Categories are pre  -determined sections. If you think of your site like a

book, the Categories are like the Table of Contents and the Tags are like the

terms in the index.

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 but ton at the top of the page. You will be

presented with a page similar to the image below.


http://codex.wordpress.org/Posts_Categories_SubPanel
http://codex.wordpress.org/Posts_Post_Tags_SubPanel

@) @ YourWordPressSite B 4+ New Howdy, Joe Blogg | !

Screen Options Help
@ Dashboard Add New Page
Posts : "
4 Enter title here Publish
07 Media
Save Draft Preview
W Pages
& % ? Status: Draft Edit
41 Add Media et
All Pages Visual Text .
e A = = 5 = © Visibility: Public Edit
Add New B I = = ¢ — = = = &£ RREB -
pnty e . i
paragraph v U = A~ ﬁ O Q & = ) (111l Publish immediately Edit

Comments

Move to Trash m
Appearance Q Editor Toolbar

£ Phghis Your Page can be styled using the various c Publish Panel
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 it as a
. tabs, you can switch between the Visual editor draft j
Settings or the HTML editor.
Collapse menu Orcer,
0
Need help? Use the Help tab in the upper
right of your screen.
p Q Editor
Word count: 0
This is the Editor where your Page Featured Image

content is added
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.
Alternativel vy, clickthe Postsmenu option and then click the Add New link

underneath, or the  Add New button at the top of the page. You will be
presented with a page similar to the image below.



@ Dashboard

A Posts

All Posts
Add New
Categories
Tags
Media
Pages

Comments

Appearance
Plugins
Users

Tools

Settings

Collapse menu

@ YourWordPress Site B + New

Add New Post

Enter title here

07 Add Media

Howdy, Joe Blogg |2

Screen Options Help

Publish

Save Draft Preview

? Status: Draft Edit

Visual Text
= = = = = 3 = [ s © Visibility: Public Edit
B I = = = ¢ — = = = £ R =B o
Paragraph v U = A v |l @ Q & = ) [ifi] Publish immediately Edit
Move to Trash W
@ Editor Toolbar
Your Post can be styled using the various menu @ Publish Panel

bar buttons. These buttons are also used to
add links, upload & insert images, media files &
other documents. Using the Visual & Text tabs,
you can switch between the Visual editor or the draft
HTML editor.

P @ Editor

Word count: 0

This is the Editor where your Post
content is added

Once your content is added, you
can publish your Post or save itas a

Video
Quote
Link
Gallery
Status
Audio
Chat

Categories
All Categories Most Used

aciform

sub
antiquarianism
arrangement
asmodeus
Blogroll
broder

buying

+ Add New Category

Tags

Add
Separate tags with commas

Choose from the most used tags

Featured Image

Set featured image

Adding Content with the Visual Editor

The editor used to enter content

) & A

into your Page or Post is very easy to use.

UAO+ 0BUO AApyd o0 aodooA0da Cpao Vyap

0
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allowyouto Bold ( B )or ltalicize ( + ) text or enter in Headings (

Paragraph’ 3 ) or bullet points ( “— = ). You can even use most of the
basic keyboard sho rtcuts used in other text editors. For example: Shift+Enter
inserts 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 = select all, etc. (use the Ctrl key on
a PC orthe Command key on a Mac).

Whe n 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.

With WordPress 4.3, adding content is now even quicker by making use of

special keyboard shortcuts. When you want to add different size headings to

your content, rather than having to select the heading size from the toolbar

dropdown you can now start a | ine with two or more hashtags (#) and once

you hit Enter to go to the next line, the Visual Editor will automatically

convert your text to the appropriate heading. As an example, typing two

hashtags followed by some text will convert to a H2 (e.g. ##Headin 9), typing
three hashtags followed by some text will convert to a H3 (e.g.

###Heading), and so on, up to H6.

Like headings, you can now also use * or - to create an unordered list, using 1.
will start an ordered list, and >will create a blockquote.

L
Vi<

At th e top of the editor there are two tabs, Visual and Text ( i i ).

These switch the editor view between the Visual Editor and the Text editor. The

Text view will enable you to view the HTML code that makes up your

content. For the more experienced users this can be helpful at times but for

a+pA6 ypa o6d0ilosliwsda Coa+ (4-, a00A° ga A ypa
When creating a new Page or Post, the first thing to do is enter in your title

in the top entry field where it says Enter title here. After moving the cursor

down to the editor a new is created for your page. Permalinks are

a+6 yoaudoyoya 52, A ap CpAa oyo6oaooAd0 O0OpAa,
not usually necessary, you can manually edit your perma link by clicking on

the actual permalink (the part after the domain name with the yellow

background) or by clicking the EdtA Aaadapy yo6ca ap eav /yoodo Cf
click Ok to save or Cancel to cancel your changes.


http://codex.wordpress.org/Using_Permalinks

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

formatting buttons. Clicking the

jesses]
[Feomm 1

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

Add Media

1!

[

|

N

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

Bold ¢ Bold text

Italic ¢ Italicise text

Strikethrough ¢ Add a strikethrough to your text

Bulleted List ¢ Create an unordered (bullet point) list

Numbered List ¢ Creat e an Ordered (numbered) list

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

Horizontal Line ¢ Inserts a horizontal line into your page

Align Left ¢ Align text to the left

Align Center ¢ Align text in the center of the page

Align Right ¢ Align text to the right

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

Toolbar Toggle button (== ) will show or
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Remove link ¢ Remove the html link from the selected link.
Your cursor must be sitting on an active link for the button
to be active

Insert Read More tag ¢ Inserts the More tag into your Page.

Most blogs only displa y a small excerpt of a Post and

CpbA a6 a06AAgado ap o0Gmou a+06 O0p
link to continue reading the rest of the article. When you

gyAdaa & @ -pad- aoo6 esyap CpAa 0
tag is considered as this excerpt. Most times ChbA 6 bpy
a+o0A AAaapy C+6y CpA ad 0aoddoagy
Page

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

Distraction Free Writing ¢ Clicking this button will enlarge

the editor so that it fills the browser window. Clicking the
Exit fullscreen link at the top of the screen will reduce it

back to its original size

Style ¢ Used to format the Page text based on the styles
used by the current Theme

Underline ¢ Underline your tex t

Justify ¢ Align text on both the left and right (i.e. justify)

Text color ¢ Use to change the color of text



= Paste as text® Copying and pasting text from other sites or
word processors sometimes leaves the text formatted
differently to what you were expecting. The reason for this
Is that quite often the html tags or codes that formatted

the original text are pasted along with the text itself. To

avoid this, Paste as Text will strip all these formatting and

html tags. The Paste as Text option acts like a toggle,
staying on until you turn it off by clicking the button again

or until you save your page content

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

2 Special char acter ¢ Used to insert special characters not
600Ag0C 6000AAgRA06 g@wd a<+o6 uo6Chp
etc..)

»

Decrease indent ¢ Removes one level of indenting

i

Increase indent ¢ Indents text by one level

Jdill
e

Undo ¢ Undo your last action

5,

r Redo ¢ Redo your last action

@ Keyboard shortcuts ¢ Displays information about the
WordPress Visual Editor along with keyboard shortcuts

visual  Text Visual/Text ¢ Switches the editor view between the Visual
Editor and the Text editor. The Text view will enable you
to view th e HTML code that makes up your content. For
the more experienced users this can be helpful at times but
6pba a+<pA6 ypa o6d0uolsda Coa+ (4-
recommended



Switching to the Text Editor

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

These switch the editor view between the Visual Editor and the Text editor.

The Text view will enable you to view the HTML code that makes up your

content. For the more experienced users this can be helpful at times but for

those not familiar with HTML A80A° w@pa A ypa aocoopuudyoéoov
The Text editor is much like the Visual Editor, only not as intuitive. The

numerous formatting buttons provide you with basic HTML formatting

capabilities when editing your Page or Post content.

@) @A YourWordPressSite §8 0 < New ViewPage Howdy, Joe Blogg |}

Screen Options Help

@ Dashboard Edit Page PR
A Posts §_ 3 = 2

This is a Page Title Publish
05 Media

Permalink: http://your-wordpress-site.com/this-is-a-page-title/ Edit | ViewPage | GetShortlink Preview Changes
W Pages

& i § status: Published Edit
All Pages 41 Add Media Victial Tex

®_Visibility: Public Edit
Add New b i link b-quote del ins img ul ol li code | more | closetags

® Comments <a ti dpress-site.com/hello-world/">Yo
knowq c Editor Toolbar healthiest business in the worl cjicy the Text tab to switch to the Text editor.
> Appearance <!--

The Text editor is much like the Visual editor,

) : The E The HTML editor buttons provide fingly alone, our home that must  only not as intuitive. If you're not familiar
& Plugins defen you with basic HTML formatting olutely round. I believe I never ith HTML tags, it's not recommended '
= what capabilities rom space.
as Users
F Tools NASA 1s not goout tne -Adgventure or numan >pdace Exploration’.We won’t be doing it Page Attributes
= just to get out there in space - we’ll be doing it because the things we learn out
i there will be making life better for a lot of people who won’t be able to go.
B Settings 9 peop g Parent
The buttons work in two ways. Clicking a button without highlighting any

text first, will simply insert the opening HTML tag relevant for that button.
As an example, clicking the Bold button will insert the <strong> HTML tag

into your text. Clicking the Bold button again will close the tag by inserting

the closing </strong> tag. If you highlight some text prior to clicking a

button, both the opening and closing tags will be inserted around that

+g0+0p06+ab66 aodcav &pa 06¢o0Uy06° +g0+0gbd6+agyod
clickingthe Boldi Adaapy Co00 oyAdaada : EAaapyoéndpad &o
The following editor buttons are available whilst in the Text editor:

b Bold ¢ Bold text

j ltalic ¢ Italicise text



link

b-quote

InNs

img

ul

more

Link ¢ Used to insert a website link. When the button is

clicked a pop -up window willa  ppear where you type in the
URL that you would like to link to

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

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

Insert ¢ Used as a way of showing inserted text. How this
looks will be dependent on the Theme but is usually done
by showing the text with an underl ine

Image ¢ Used to insert an image into the text. When the
button is clicked a pop  -up window will appear where you
type in the URL of the image that you would like inserted

Unordered List ¢ Used to insert an unordered (bullet point)
list

Ordered List ¢ Used to insert an ordered (numbered) list

List Item ¢ Used to insert a list item into your ordered or
un-ordered list

Code€ Used for indicating a piece of code

More ¢ Inserts the More tag into your Page. Most blogs only

displayasmallexce aya pd o6 OpAa dyo6 Cpa
oOGpgou &a+06 OpAa agaidd pa 8 :206080
a6d06pgyod a+6 ad6Aa podo a+6 daawgonod
tag into your Post, everything prior to the tag is considered

A a+oA 06c¢o0d6ayav - pAaetlisdbiuttdniwhedp A
CpbA ab6 0a6dapyodo o AGpod OpAa“ asd



closetags ~ Close Tags® Used to close open tags. If for example, you
clicked both the Bold and Italic buttons to insert their
opening tags, clicking the Close tags button will insert both
of the ma tching closing tags, in the correct order

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

Changing your Post Format

A Post Format is meta information that can be used within a Theme to style
or customise the presentation of a Post. The Post Formats feature provides a
standardised list of formats that are available to all themes that support the
feature. There is no requirement for Themes to support every format on the
list and new formats cannot be introduced by themes or even plugins. If your
Theme supports Post Formats you can choose how each Post looks by
selecting a Post Formatfrom a list of radio buttons, similar to the following

Aoaodoyv )d CpAa 4+06006 Opo6Ay & AARomjappasel O p A A

© Visibility: Public Edit

B I #= = i ¢ — = = = &2 R EE
= o = =3 ) Revisions: 5 Browse
Paragraph + U = A ~ @l ¢ Q = = Q
B Pages il Published on:Jan 10,2013 @ 20:15
. A Edit
® Comments Welcome to image alignment! The best way to demonstrate the ebb and flow of S35
the various image positioning options is to nestle them snuggly among an ocean Move toTrash
\ g
» Appearance of words. Grab a paddle and let's get started
A Plugins
s . . Format
& Users On the topic of alignment, it should be noted, |
4 Tool options of None, Left, Right, and Center. In a¢\ | p © A Standard
ools ‘ )
of Thumbnail, Medium, Large & Fullsize. Aside
Settings To change the Post Format, select Image

one of the available radio buttons.
Not all Themes support Post Video
Formats Quote

© Collapse menu

Link
Gallery
Status
Audio

Chat

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



entirely up to the Theme, but the following list of available Post Formats
provides some general WordPress guidelines as to how they might be styled.

Aside ¢ Typically styled without a title. Similar to a Facebook note
update

Audio ¢ An audio file, such as a Podcast
Chat¢ A chat transcript

Gallery ¢ A gallery of images. Post will likely contain a gallery
and will have image attachments

Image ¢ A single image

Link ¢ A link to another site

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

Video ¢ A single video

Reviewing Past Revisions
7+-06y CpA a6 06pasyod CpAa O0pAavisinsfoltad 6 © &+ 06
particular Post or Page is shown in the Publish Panel, if you have any.

Click the Browselink nextto Revisions:in the Publish panel to browse through
the various revisions for the current Post or Page.

@) @A YourWordPressSite §8 0 < New View Post Howdy, Joe Blogg | * |

@ Dashboard Edit Post Add nNew
A Posts z

Hello world! Publish
All Posts g =

Permalink: http://your-wordpress-site.com/hello-world/  Edit | ViewPost | Get Shortlink Preview Changes
Add New
Categories 03 Add Media e B 7 Status: Published Edit
Tags . — © Visibility: Public Edit

B I # = 0 s ;
Q,] Media paragraph = %0 Revisions: 35 Browse
W Pages Click Browse to review and restore L

= 4 W Edit
® Comments To be the first to enter the cosmos, to engage all your past revisions. =
unprecedented duel with nature—could one Maveto Trash i Update 2
» Appearance Curious that we spend more time congratulaung people wno have
Use the slider at the top of the page or clickthe Previous and Next buttons to

navigate through your various Post or Page revisions.


http://codex.wordpress.org/Shortcode

Content that has been deleted will be shaded red and content that has been

added will be shaded green. If there is content that is shaded dark red

andlord dau 6ao66y wad A -g6+0006+-48y06 AYyOo0ogdogod O
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 Compare any two

revisions checkbox at the top of the page.

Y6 CpA 6 OGoGb6 ap ad6Aapad o ResdegThipRedsioa o g o Agp
button.

&Y @ YourWordPress Site B 4+ New Howdy, Joe Blogg | *

Help
& Detbonnd Compare Revisions of “Hello world!”
« Return to post editor
A Posts Compare any two revisions
oo Previous (o] Rext

Add New

Categories L) Revision by Joe Blogg Z —
< P 2 ycarsago (21 Dec @ 17:4 Revisions Slider Restore This Revision

Tags

Use the slider, or the Previous and

+1 Media Title Next buttons, to navigate between
revisions.
Pages
Hello world! Hello world!
Comments
Content
Appearance
¢ Plugins To be the first to enter the cosmos, to engage, To be the first to enter the cosmos, to engage,
single-handed, in an unprecedented duel with nature single-handed, in an unprecedented duel with nature
Users ~could one dream of anything more? Astronomy -could one dream of anything more? Curious that we
Tools compels the soul to look upward, and leads us from spend more time congratulating people who have
this world to another. succeeded than encouraging people who have not.
Settings
e the voyages of e the voyages of
Collapse menu @ Removed Content g @ Added Content - Yoyag
ear mission: to ear mission: to
out new life out new life
The red text shows content that was s The green text shows content that el
removed. was added.

we’re doing. we’re doing.

Snacefliahts cannot he stonned. This is not the Snacefliahts cannot he stanned. This is not the



Adding Images and Other Media

Adding images and other media files such as videos, documents or PDFs is

extremely easy within WordPress. All your images and files are stored in the

-06008 ,oinadaCv /yoo6 a+6C a6 Ayuapdaododé gyap
simple matter to insert them into your Page or Post content. In the case of

files such as Word Documents or 0$&A° @6 yo6006AAdaC ga A o
create links to those files so that people can then download them.

x

Inserting an Image

5Agyd &a+6 7pa60adAA U00vd Udydovda wa A 0¢a:
and link your individual images and image galleries
To insert an image into your Page/Post, click the Add Media button (
Add Media _ .
) and then simply drag your image(s) from wherever they
are on your computer, into the browser window. Your file(s) will be
automatically uploaded.
Alternatively, click the SelectFilesi AAadapy o0yo6 a<+o6y Ao60o6oa a=+o

like to upload, using the dialog window that is displayed.
Yya - A 80Ap ypAAgnad ap AguyaC 6aoo CpAa G000
rather than clicking the Add Media button.



Insert Media Insert Media '
@ insert Media
Create Gallery Upload Files  Media Library

Simply drag and drop files from

your computer to anywhere in this
Create Video Playlist window to upload them

Create Audio Playlist

Featured Image

Insert from URL

Drop files anywhere to upload

or

Select Files

Maximum uploal

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

Insertinto post

b daaoda C=+ 0 atiocked th€ pAdd Media bditton or simply dragged
and dropped your image into the Visual Editor, once your image is uploaded,
your Media Library is displayed, which contains all your previously uploaded

GUOOOAV 4+06 guddod- A" a+6a CpA taaticalyAAa Ay 0 p &«
Ab0060a6o6: opa 60AC osyAdadspy oyap CpAa 0806«
A+pCy Cpa+ o :&aoo0° ©Opy By a+06 apy asoé+a ol

After uploading your image(s), you can then select other previously

uploaded images by holding down the Ctr | key (Cmd key on Macs) and

AgtuyaC olGgoUByd py &+060v 4p 60AOGNO60A Sy U
corner of the image.

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

There are several options within this Insert Media window to help make it
easier to add images into your Page or Post.



By default, all previously uploaded images are shown, starting with the most

adbooya AyaposoAv )d CpA 6 Ggud ap yodoaapC a+a
window is a dropdow  n list that allows you to filter your displayed images by

All media items , items Uploaded to this post/page or Images, Audio files, Video

files or Unattached files. You can also filter your media files by selecting a

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, th e date the file was uploaded and

a+0 BUdO6O0 Agéov )a A d6a a+oA ypoya CpA 00y
Caption, and Description for each image, as well as the Alignment,

Link and the Si  ze at which the image is inserted.

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

Caption ¢ is displayed underneath the image as a short description. How

this displays will be dependent on the WordPress theme i n use at the

time. You can also include basic HTML in your captions

AtText s A 6osAyuoCo6o C+o6y a+06 napCAda 00y a &
AA66 AC Aobadoy aodsooaA opa aoAAdGOC guUYydo
fill out this field with a description of the image. To a small degree, it

also plays a part in your website Search Engine Optimisation (SEO).

3gy006 AO6d0aodo+ O6VOOYOA 08y & :ab6dod6 LUdOOA
Description ¢ is usually displayed on the attachment page for the media,

however thisi s entirely up to the theme that is currently in use


http://en.wikipedia.org/wiki/Alternate_text

Insert Media Insert Media

Create Gallery Upload Files ~ Media Library

Create Audio Playlist

All media items _'J All dates j

< 5 ATTACHMENT DETAILS
Create Video Playlist

‘ - — Serenity.jpg
Featured Image =Ll e N ¢ @ Selecting Images L RS 7P Dccember 22,2013
| B Pl S 152 k8

RS
Holding down Ctrl/Cmd and clicking ; ' 1024 x768
: : n E
Insert from URL g will allow you to select multiple . \ | Edit \mige
images. Click the 'tick’ to unselect it. = Delete Permanently
http://your-wordpress-site.c

Title  Firefly Class 03 K64

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

UpdaLe the image properties by AltText  Firefly Class 03 Mid-bulk tral

filling in the Title, Caption, Alt Text and

Description  OOh! Shiny!
Description. i g4

ATTACHMENT DISPLAY SETTINGS
Alignment  Center j
LinkTo  Media File :J
http://your-wordpress-site.c

Medium - 300 x 225 j

Select image alignment, where it
links to and the size you'd like to
insert. Click Insert into post to insert

7 selected the selected image(s). TRt ti poet
Edit Selection = Clear & =N D

For each image, you can select how you would like the image aligned, either
Left, Center or Right aligned, using the  Alignment dropdown list. You can also
select None for no alignment which will mean th e image will display using

the default alignment setting for your Theme.

You can also change what your inserted image(s) will link to using the Link
To6apyopCy OGsAav 9pA +03ad a<0 0+pwosod pb
page by selecting Attachment Page, or you can link to the full size image by

selecting Media File. You can also link to any URL by selecting Custom URL.
When you do this, a new field will appear that allows you to enter in the
custom URL. You can also choose not to link to anything by se lecting None.

When your image(s) are uploaded, WordPress will also create several copies

pbo CphpbAa 60006 6& adasgpAA AgEoAv 9pA 008y
into your Page or Post using the Sizedropdown list. To insert the image at

the exact size you uploaded, simply select Full Size. Next to each size listed in

Ggyd



this dropdown will be the actual dimensions of the image, in pixels (e.g. 300
X 225).

/| yoo CpA agb6 Ad060a0606 60 0Ingehik@Eposs hution t Asert 0 0 @ 0 U
the selected image(s ) into your Post at the current cursor position (when

editing a Page, this button will say Insert into page).

Y CpA 6 00O ap 0<+0y0606 a+0 paEdivSalectodliniCap Aa o i
the bottom of the  Insert Media window. The window will change s o that only

the selected images are shown. Alternatively, clicking the Clear link will

deselect all images.

After clicking the Edit Selection link at the bottom of the Insert Media window,

all the currently selected images are shown. You can change the ord erin

which the images will appear in your Page or Post by clicking and dragging
each image to reorder them. You can also update the image Title, Caption,
and Description for each image. To remove one of your selected
GUBOOA° O00@gOG ax-003AuUdMYWOdaA @y &a+06 apy awgd+a
when you hover your cursor over the tick.


http://en.wikipedia.org/wiki/Alternate_text

Insert Media Insert Media

Create Gallery Upload Files ~ Media Library

Create Audio Playlist

« Return to library ATTACHMENT DETAILS

= 2 3 B < Serenity.jpg
0 Removios nages B e 3 <= "':‘ﬁ;; ~ !\ December 22, 2013
- A | Rt 1= B N 152 kB
To remove an image, click the small P T4 Nemy & 3 A 1024 x 768

" that appears in the corner of the i . e o < X o | Editimage
image when you hover your cursor  § Py y ® Delete Permanently
over the tick. ~ > KON § O
m— - R ! 5] =
http://your-wordpress-site.c

Title  Firefly Class 03 K64

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

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

Alt Text  Firefly Class 03 Mid-bulk tra

Description ~ OOh! Shiny!

@ Rearrange Images

Click and drag each image to
reorder them.

@ nsert Media

Click Insert into post to insert the
selected image(s) at the current
cursor position.

Insert into post

Clicking the  Return to library button will take you back to the previous screen

that allows you to sele  ct or deselect your images.

7+0y CpA ad 06psaosyd CpAa OpAas0oo6° o6 CpA
uploaded earlier (as opposed to uploading a new image), click the Add Media

_ QJ Add Media _ _ _
button again ( ). Once the pop -up window displays, click the

Media Library tab at the top of the pop  -up window rather than dragging a new
file into the upload window. All your previously uploaded images will be

displayed, with the most recent ones shown first.

3600604 a+06 wuoo6o6- A" a+0a CpA 6 Gouddthdn oy Ad:
simply clickthe Insertintoposti Adaapy ~pa o8 CpA aod gy 0
will say Insert into page). As mentioned earlier, you can also click the Edit
Selectonl gy G da&a &4+6 fApaapu pd a+06 CosyopC @d CpA
the images are inserted.



Edit or Delete an Image

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

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

m: m | m W

alignment buttons ( ~— | 77 77 )you can change the alignment of the

»

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

: . X : .
properties. Clicking the Remove button ( ) will remove the image from

your content. It will only remove the ima ge from your Page or Post, it will
not delete the image from your Media Library.

When you click on an image in your Page or Post, as well as the alignment,

66034 Bdy6 6060030 wsOpyA UOYEepyOS BiApad

+3yO6006A v 4+ 0 Adsqgdaedyodseetarodnd e 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

gud60° o4 Cogl0 &6Yy6 ap 0604 Hedmwindert§larged 0 d

image and then resize down.

Q¢

Q¢



@) A YourWordPressSite B 4+ New View Post Howdy, Joe Blogg | *

@ Dashboard O3 Add Medi Q A"gn- Edit or Delete lmage £D Revisions: 3 Browse
3 edia
: : : Published on: Sep 7, 2014 @ 15:31
A Posts B I # = = ¢ — = |= Click one of the Alignment icons to change the n‘.‘.‘ HRIHeCom ST
== = |=F 5 ; ? B Edit
. _— alignment of the inserted image. Click the Edit
All Posts Paragraph + U = A ~ kd ¢ icontoupdate theimage properties. Click the )
Delete icon to delete the image from your Page Moke o sl m
Add New Space, the final frontier. These or Post. It will not delete the image from your
Categories Its five-year mission: to exploy Media Library. .
ormat
Tags and new civilizations, to h~!41s=ma s wawmaman=hag gone before.
= = = Q2 X P Starard
O Media o ranaar
Aside
B Pages ;
mage
Comments Video
uote
Appearance 9
Link
Plugins Gallery
Users Status
Audio
Chat
Categories

All Categories Most Used

Uncategorized

@ Align, Edit or Delete Image aciform
sub
It suddenly str  cjick on the image to display the lue, was the Earth. I antiquarianism
put up my thu image toolbar. Resize handles will ]otted out the planet arrangement
.. .. alsobeseenaround the edge of the d
Earth. Ididn't ., asmocels
ge.
Blogroll
broder
primg + Add New Category
Word count: 92 Last edited by Joe Blogg on August 30, 2015 at 12:40 pm
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After clicking the  Edit button (© ) the following pop  -up window will
appeatr.



Image Details

Caption

Alternative Text Maddie_8wks

DISPLAY SETTINGS
Align | Left | Center Right None
Size FullSize-600x400  ~

LinkTo  Media File j

Edit Original Replace

http://your-wordpress-site.com/wp-content/uploads/2014/0
@ Image Details

ADVANCED OPTIONS 4
The Edit Original button allows you
to edit the uploaded image. The
Replace button allows you to replace
the image altogether.

Open link in a new window/tab @ Image Details

Edit the display settings and the
image and link properties.

Image Title Attribute

Image CSS Class

Link Rel

Link CSS Class

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

link properties:
Caption ¢ Displayed underneath the image as a short description. How
this displays will be dependent on the WordPress theme in use at the
time. You can also include basic HTML in your captions
Alternative Text € $ o Ay 08 C66 C+o6y a+06 napCAda 00y a
alsoused by screentea 6 6aA 6pa aosAAdGI0C guydwaddo AA
to fill out this field with a description of the image. To a small degree, it
also plays a part in your website Search Engine Optimisation (SEO).
3gy006 AO6dao+ O6yOo@yOA 06y & : aolTéext osudo6dA
Align ¢ Allows you to select how you would like the image aligned. They
can be either Left, Centered or Right aligned. Setting alignment to None

will remove the other alignment settings. How this affects your image
within your content will depend o n the current theme in use



Size¢$360060a 6 Ayoowgdwo Agéd Gapi a+o6 oapyop
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that appear

Link To ¢ Select where you would like to link your image to from the

dro pdown list. You have the choice of linking to the image attachment

page by selecting Attachment Page, or you can link to the full size image

by selecting Media File. You can also link to any URL by selecting Custom

URL. When you do this, a new field will a ppear that allows you to enter

in the custom URL. You can also choose not to link to anything by

selecting None

Image Title Attribute ¢ Displayed as a tooltip when the mouse cursor
hovers over the image in the browser

Image CSS Class® By default, WordPres s will assign several CSS Classes

ap CpAa pudoodov )6 opa Apiud ad6dApy” a+06ab
like to assign to your image then you can add them into this input field

Link Rel ¢ Describes the relationship from the current document to the

speci fied link. More information on the rel HTML attribute can be found
on

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

Clicking the Edit Original button allows you to perform some simple
UdyoyAGdadspy Coa+ CpAa Ayapdo666o6 eosudo6dv 9p
image as well as scale and crop it to different sizes.

Y6 CpA 6 000 ap aodydodioktheé Réplacci dadadpyy dy
be shown your Media Library where you can select a new image.
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Once you have updated the image properties, click the Update button to save
CpAa 0+0y0606AvV | GadayoasagonC  -oightadthe pap+ éup Al d O I
wi ndow to close the pop  -up without saving any changes.

Setting a Featured Image

Some themes allow you to specify a Featured Image for your Page and Post.
A Featured Image, often called a Post/Page Thumbnail, is usually some sort


http://en.wikipedia.org/wiki/Rel_attribute

of image that is representat ive for that particular Page or Post. How these
images are displayed is dependent entirely on the Theme that is currently in

use.
If your Theme allows you to set a Featured Image, the following Featured
Imagey dy 60 Cog00 A0 O00Ay08COO CPagorROPLA ad 0004
&60aAa06 )UBOOA 08y  a A6 Ada a+oy a+toA yoy

(@)

s Users

4 Tools

. If your Theme allows Featured Y coiinds
Settings It suddenly struck me that that tiny pea, pretty and blue, wa |mages you can set it by clicking the
O put up my thumb and shut one eye, and my thumb blotted ¢ Set/featured image link. most used tags
ollapse menu A ) N
Earth. I didn't feel like a giant. I felt very, very small.
Featured Image
p Set featured image
Word count: 92 Last edited by Joe Blogg on August 30, 2015 at 12:40 pm

Setting your featured image is very similar to adding an image into your

Page or Post. After clicking the Set featured image link a pop -up window will

display that looks  similar to the one that displays when you add an image to

your Page/Post. You can upload a new image to use as your Featured Image

or you can simply choose from one of your previously uploaded images.

"C 006068A0a° CpA 00 6 A+pCyiupPpooobasgpdoaAdAd Vi
like to upload a new image, click on the Upload Files link at the top of the

pop-Ay Coyo6pCv ! dada o00GoOo0ULBYd a+06 oifeatdréd Cp A"
image you can then update the Title, Caption, Alt Text and Description. To set

the image as your Featured Image, click the Set featured image button. Your

chosen image will then appear in the Featured Image panel.



Featured Image
Upload Files  Media Library

Images ATTACHMENT DETAILS

' Serenity.jpg
v-.“", s T December 22,2013
g I B 15248
R 1024 x 768
Edit Image

" Delete Permanently
http://your-wordpress-site.c

Title  Firefly Class 03 K64

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

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

Alt Text  Firefly Class 03 Mid-bulk trai

Description ~ OOh! Shiny!

Q Set Featured Image

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

Set featured image

Insert an Image Gallery

WordPress has its own simple built -in Image Gallery that allows you to add
multiple imagestoa  page in one easy step.
To insert an image gallery into your Page/Post, click the Add Media button (
Oy Add Media _ o
). A pop -up window will display that looks the same as the
one that displays when you add an image to your Page/Post. You can upload
new images to use inyo ur gallery or you can simply choose from your
previously uploaded images.

"¢ 6660A04° CpA 00 A6 A-pCy & GwAhad ps CpAa |
ChA 6 OGe@U6 &p AyOpd6 & yUplGadBilestikat'the tofich 6 G py

the pop -up window.
Click the Create Gallery link in the left  -hand navigation then select the images
a+0a CpA 6 O0woud ap osyAdaa eoyap CpbAa o6d006acC



After selecting your images, click the Create a new gallery button at the bottom

of the pop -up window. The window will change so that only t he selected
images are shown.

« Cancel Gallery Edit Gallery

Drag and drop to reorder media files. Reverse order

Edit Gallery GALLERY SETTINGS

Add to Gallery Link To  Attachment Page _vJ

) @ Gallery Settings

Columns 3 j

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

Size  Thumbnail j

ATTACHMENT DETAILS

Q Removing Images - x| I

-
To remove an image, click the small
"' that appears in the corner of the

/
‘;?:
-—
"
image when you hover your cursor

e " st T o I
over the X’ P 2 s bigstock-Colour-pencil-in-row-43723921.jpg
— December 21, 2013
4MB

Caption this image g this image pt Image Caption thisi :
2592 x 3872
Edit Image
@ Rearrange Images Delete Permanently

Click and drag each image to
reorder them. URL  http://your-wordpress-site.c

Q Insert Gallery

Click Insert gallery to insert the
gallery at the current cursor
position.

Insert gallery

All the images that appear will be used within your Image Gallery. To

reorder the images simply click on an image and drag it to its new position.

Y6 CpA 6 GolG6 ap 8606 038Yy awep yGaptidnfihis Griagsatext (i & 6 6 4
below each image and then type in your caption. Alternatively, click each

image and then update the Title, Caption, Alt Text and Description on the

right -hand side of the pop -up window. You can also include basic HTML,

such as links, in your captio ns.

If you decide you no longer want a certain image to appear in your gallery,

o0golG &a+6 Ard®EI 6.yyodaA gy a+0 apy awgo-=+
+pbg6a CpAa o0AaApa pagda a+06 : ¢V

Sincethebuilt -gy 68006aC oA AApad Agiy optionsic- 6406 83
choose from when setting it up.
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Link to ¢ This sets what happens when the thumbnail image is clicked.
Selecting Media File will open the full size image directly in your browser
window. Selecting  Attachment Page will open the image within one of
your WordPress formatted pages

Columns ¢ Specifies the number of columns to use when displaying your

thumbnail images. Ultimately, this will be dependent on your Theme

dy6 +pC Cood CpAa yo6606 oAv )b CpA doy6 a-=
properly after ch  anging this number you may need to change it to

another number

Random Order ¢ Click this checkbox to display your images in a random
order

Size ¢ Selects the size of the image to use in your gallery

Edit or Delete an Image Gallery

Editing or Deleting an Im age Gallery is much like editing or deleting an

image. After clicking on an Image Gallery that has been inserted into your

Page or Post, two icons will appear on top of the gallery. Clicking the Edit
»

button (= ) allows you to edit the image gallery properti es. Clicking the

d

X . . .
Remove button ( ) will delete the image gallery from your content. It will

only remove the image gallery from your Page or Post, it will not delete any
images from your Media Library.



&Y @ YourWordPress Site

@ Dashboard

A Posts

All Posts
Add New
Categories
Tags

97 Media
B Pages

® Comments

> Appearance

K¢ Plugins

e Users

4 Tools
B Settings

(<] Collapse menu

After clicking the

7 Add Media

L 4 New View Post

Paragraph ¥ U = A v i ¢

Space, the final frontier. These¢ your Media Library.
Its five-year mission: to explor

and new civilizations, to boldly go ; ==-0 man has gone before.
x

[“

| 0t

Edit icon you will be shown the sa

Q Edit or Delete Image Gallery €D Revisions: 3 Browse

B I #=< = i= ¢ — = = C(lickthe Edit Gallery button to update the image
gallery properties. Click the Delete Gallery
button to delete the image gallery from your
Page or Post. It will not delete any images from

Move to Trash

Format

Categories
All Categories Most Used

Uncategorized
aciform

sub

Tags

options as when your image gallery was inserted into your Page/Post.

Insert an Audio or Video Playlist

Inserting an audio or video playlist is almost identical to inserting an image

gallery. Click the

Oy Add Media

Add Media button (

display that looks the same as the one that displays when you add an image
to your Page/Post. You can upload new media files to use in your playlist or

you can simply choose from your previously uploaded files.

"€ 6660A04° CpA - 006 Alh Aar byCayd ade pOAEMIEC PAY G b 86 6 6

like to upload a new media file, click on the Upload Files link at the top of
the pop -up window.

To create an audio playlist, click the
navigation. The pop

Alternatively, to create a video playlist, click the
the left -hand navigation. The pop

files.

-up window wil

Create Audio Playlist link in the left
| display a list of your audio files.

Howdy, Joe Blogg |2

fiit] Published on: Sep 7,2014 @ 15:31
Edit

Update

‘ Q Edit or Delete Image Gallery

Click on the image gallery to display
the image gallery toolbar

me pop -up window and

). A pop -up win dow will

-hand

Create Video Playlist link in

-up window will display a list of your video



Insert Media Create Audio PIayIist

Create Gallery Upload Files ~ Media Library
Create Audio Playlist
< 5 Audio ATTACHMENT DETAILS
Create Video Playlist
< 2 = 01-Dont-Say-a-Word.mp3
Featured Image Bty -~ : < May 20, 2014
5 - 10 MB
Length: 4:07
Delete Permanently
@ Audio Playlist N N
03-Anything-Could- 01-Dont-Say-a-
n.mp3 04-Only-You.mp3 Happen.mp3 Word.mp3 URL  http://your-wordpress-site.c

Select the media files to include in
your playlist. Title  Don't Say a Word

ﬁ Artist  Ellie Goulding
r Album  Halcyon Days (Deluxe Editio

originaldixielandjazz
bandwithalbernard- Caption
08-Synthetica.mp3 stlouisblues.mp3

Description ~ "Don't Say a Word" from
Halcyon Days (Deluxe
Edition) by Ellie Goulding.

Click Create a new playlist to create
your playlist.

4selected IAEAEY

After selecting your media files, click the Create a new playlist button at the

bottom of the pop -up window. The window will change so that only the
selected media files are shown.




« Cancel Audio Playlist ‘ Edit Audio PIayIist

Edit Audio Playlist Drag and drop to reorder tracks. ISR PLAYLIST SETTINGS

Q Removing Media S S ELLI= GoULL Show Tracklist

Show Artist Name in Tracklist
To remove an image, click the small
"' that appears in the corner of the
image when you hover your cursor

e 03-A;1ylhing-CouId- 01-Dont-Say-a-
Halcyon Only You Anything Could Happe
— Select what information should be
@ Rearrange Media displayed in your playlist.

Click and drag each file to reorder
them.

Show Images

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 appear will be used within your playlist. To reorder

the files simply click on a file and drag i t to its new position. You can change
the title for each file by clicking the text below each file and then typing in
your new title. Alternatively, click each file and then update the Title, Caption

and Description on the right -hand side of the pop -up win dow.

If you decide you no longer want a certain media file to appear in your
yooCiogAa® ol0gou a+06 Auodod ¢ a+oa oyyob6oaA
when you hover your cursor over it.

You can change how your playlist appears in your page by selecti ng which
gad6uA CpA 0 GoUbd &p odyyodav
When inserting an audio playlist you have the following display settings.

Show Tracklist ¢ Ticking this checkbox will show a list of all the audio
files within your playlist



Show Artist Name in Tracklist ¢ Ticking this  checkbox will show the artists
name next to each track name

Show Images ¢ Ticking this checkbox will show any associated audio file
images

When inserting a video playlist you have the following display settings.

Show Video List ¢ Ticking this checkbox will show a list of all the video
files within your playlist

Show Images ¢ Ticking this checkbox will show any associated video file
images

Inserting Video, Audio or Other File Type

The procedure for inserting any other type of file into your Page/Post is
exactly the same as Inserting an Image. Simply click the Add Media button (
Add Media . :
). Once the relevant pop  -up window displays, perform the
same steps to upload your file to your site and to insert it into your Page or
Post.

When inserting video or audio files, you ¢ an select Embed Media Playerfrom
the Embed or Link dropdown list in the Insert Media pop -up window to use
the new audio and video players that are now built into WordPress.

Supported audio/video formats include M4a, MP4, OGG, WebM, FLV, WMV,

MP3, WAV and WMA files.



Insert Media Insert Media

Create Gallery Upload Files ~ Media Library

Create Audio Playlist

) : All media items _'J All dates j aren ATTACHMENT DETAILS
Create Video Playlist

Featured Image

03-Anything-Could-Happen.mp3
May 20, 2014
11 MB
Length: 4:46
Insert from URL 3 A Delete Permanently

LegoStarWarsX-

MarsCuriosity.mp4 LegoTIEFighter.mp4 Wing.mp4 URL  http:/your-wordpress-site.c

Title  Anything Could Happen
Artist  Ellie Goulding

Album  Halcyon Days (Deluxe Editio
03-Anything-Could- 01-Dont-Say-a- Caption

04-Only-You.mp3 Happen.mp3 Mord mp
i @ Insert Media
4 »uld Happen"

% When inserting audio or video files,  nDays(Deluxe

| select the Embed Media Player llie Goulding.
main-shuttle- option.
crew-operations- ls
manual.pdf z
—— T

Embed or Link  Embed Media Player j

m

Click Insert into post to insert the
selected file at the current cursor
position. If you're editing a Page this
button will say Insert into page.

1 selected o Insert into post
Clear B

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

ya A adopuuobyooo a+-doa CpA uosud CpAa
Make sure the filename has no spaces, apostrophes, slashes or

other non -alphanumeric characters (such as $, % and &). Rename

the file before uploading if it does. To preserve readability, some
people replace spaces with the underline character or hyphen. For

instance, My File Name.txt becomes My _File_Name.txtor My-File-
Name.txt



Embedding a Video, Image or Other

Content

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

your page.

7+-0y CpA ad6 o6uUNd6OBYO & L0006 &A+06a0 A
O9pA a0 foAg0od00C UAAA 0addasyod & 0Oyl

WordP ress is able to automatically embed files from a number of different

services.

To embed something into your Post or Page, simply paste the URL into your
content area. The URL needs to be on its own line and not hyperlinked.

Add New

Categories

Tags

Curious that we spend more time congratulating people who have

succeeded than encouraging people who have not. Format

https://www.youtube.com/watch?v=pzqdoXwLBT8

07 Media Categories
W Pages Space, the final frontier. These are the voyages of the Starship Enterprise. celcteropes) Ngsh e
% Comments Its five-year mission: to explore strange new worlds, to seek out new life ® antiquarianism
S ) and new civilizations, to boldly go where no man has gone before. We @ Biogroll
When embedding content in this manner (as opposed to using the embed

shortcode mentioned below), your url will change to show a preview of that

content. For example, when embedding a video from YouTube, after pasting

in the URL to the editor, it will magically change to show the actual video
content, right there in the editor.
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-,f‘/‘ @ Your WordPress Site 4 New View Post

@ Dashboard 7 Add Media

Howdy, Joe Blogg |2

tatus: Published Edit

Visual Text ® Visibility: Public Edit
A Posts B I %< = i ¢¢ — = = = 2 8 = - €0 Revisions: 35 Browse
AP Paragraph ~ U = A v @ ¢ Q ¥ = L2 fifil Published on: Nov 30, 2013 @ 07:25
Edit

Add New To be the first to enter the cosmos, to engage Q Embedding Content
Categories unprecedented duel with nature—could on

Paste a URL into the editor content

Move to Trash

Tags Curious that we spend more time congratul: b 7 . :
area, making sure it's on its own line
— succeeded than encouraging people who ha' & not hyperlinked and WordPress
will magically show the content. Format
Pages
Comments Categories

Appearance
i Plugins
Users

Tools

Settings

Collapse menu

Space, the final frontier. These are the voyages of the Starship Enterprise.
Its five-year mission: to explore strange new worlds, to seek out new life Separate tags with commas

and new civilizations, to boldly go where no man has gone before. We

antiquarianism
Blogroll
aciform
sub
arrangement
asmodeus
broder

buying

+ Add New Category

Tags

tagl tag2 tag3

Y6 CpA 6 G0pud ap AyoowedC a+6 Cogoa-+
[embed] shoricode . Embedding your link using this shortcode does not require

th e URL to be on its own line. The format for using the shortcode is:
,0undo6 Cgoa+a . waeé- urk[embedaa

WordPress will automatically embed content from the following sites:

Animoto

blip.tv

CollegeHumor

DailyMotion

EmbedArticles
Flickr

FunnyOrDie.com

Hulu

L ERf .

All Categories Most Used

0

ki

<\

>
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http://codex.wordpress.org/Shortcode_API
http://animoto.com/
http://blip.tv/
http://www.collegehumor.com/
http://www.dailymotion.com/
http://embedarticles.com/
http://www.flickr.com/
http://www.funnyordie.com/
http://www.hulu.com/

Imqgur
Instagram
iISnare
Issuu_

Kickstarter

Meetup.com

Mixcloud
Photobucket

Polldaddy
Rdio

ReverbNation
Scribd
SlideShare

SmugMug
SoundCloud

WordPress.tv

YouTube (only public and "unlisted"” videos and playlists)


http://imgur.com/
http://instagram.com/
http://www.isnare.com/
http://issuu.com/
https://www.kickstarter.com/
http://meetup.com/
http://www.mixcloud.com/
http://photobucket.com/
http://www.polldaddy.com/
http://www.rdio.com/
https://www.reverbnation.com/
http://www.scribd.com/
http://www.slideshare.net/
http://www.smugmug.com/
https://soundcloud.com/
https://www.spotify.com/
http://www.ted.com/
https://www.tumblr.com/
https://twitter.com/
http://vimeo.com/
https://vine.co/
http://wordpress.tv/
http://www.youtube.com/

Adding HTML Links

HTML links allow your site visitors to easily navigate ar ound your site.
4+06C a0 O00Ap AAG66 C+06y CpA Coya ap osaapcC
your site, such as PDFs or other documents, for viewing images or even just

linking to other websites. HTML links will frequently be shown with an

underline to different iate it from other text, but this may vary depending on

a+0 a+o0ud CpA ad O0AaaodoyauC AAgyov

Inserting an HTML Link

Inserting an html link in your Page/Post to one of your own pages or another
site is extremely easy. Simply click and drag the cursor and highl ight the
text that you want turned into a link and then click the Insert/edit link button (

2 : . : :

C ). As well as being able to insert a link to another site, you can also
easily insert a link to one of your existing Posts or Pages by simply selecting
itfromali st.

@ Insert or Edit Link

Fill in the URL. The Link Text field will
show the text you highlighted.
Alternatively, you can enter new text
if you want to change it.

Insert/edit link
Enter the destination URL
URL

Link Text enter the cosmos @ Link to Existing Content

Open link in a new window/tab . . .
If you'd like to insert a link to one of

Or link to existing content your existing Pages or Posts, select
the relevant item from the list.

Search
l No search term specified. Showing recent items.
This is a Page Title PAGE
Spaceflight 2014/09/07
LEGO Timelapse
Ellie Goulding - Halcyon Days
Contributors

Hello world!

In the pop -up window that is displayed, simply fill in URL and the Title and
then click the  Add Link button.

(@)



URL ¢ URL of the page or website that you would like to create a link to

Link Text ¢ The text that you highlighted prior to clicking the Insert/edit
link button will be automatically displayed

Open link in a new window/tab ¢ When someone clicks the link you can
have it open in the same window (default setting) or have it open in a
new browser window/tab

l0adayodasado0aC” @0 Crktyone ofyouneistingPos8oré6 & (o
Pages, simply click the  Or link to existing content link to display a list of your

existing content then select the relevant page from the supplied list. If you

have a large number of pages within your site, you can type the Page or Post
name in the Searchfield to make it easier to find. As you type, the list will re -
populate based on matching results. After selecting one of your existing

pages, the relevant details will be updated in the URL and Title fields. Click

the Add Link button to add your link.

Inserting Links to Media Files
l 66ogyd O Osyu ap U668d O08600A AAOG+ SA O6pOAUD)
adding a standard html link. There are a couple of ways you can go about it.
_ _ Add Media _ _
Click the Add Media button ( ) and then simply drag your file

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

A A A N W

Alternatively, click the SelectFilesin AAapy oyo6 a<+o6y Ao60o6oa a=<o
like to upload, using the dialog window that is displayed.

Once your file is uploaded, your Media Library, which contains all your
yadoaepAAGC Ayapooodoo 60006A° oA 6gAy
0
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Insert Media Insert Media

Create Gallery Upload Files ~ Media Library
Create Audio Playlist
All media items j All dates

< 5 ATTACHMENT DETAILS
Create Video Playlist

Featured Image CLES S e . %

Insert from URL A | 2 - main-shuttle-crew-operations-manual.pdf
main-shuttle- = o December 27, 2013

crew-operations- : 41 MB
manual.pdf P - Delete Permanently

URL  http://your-wordpress-site.c

g i Title  Main Shuttle Crew Operatio
Update the Title of your media file. . i

This text will be used for the link. Caption

Description

S e

ATTACHMENT DISPLAY SETTINGS

LinkTo  Media File _‘J

http://fyour-wordpress-site.c

—

' Select Media File from the

dropdown. The URL of the file will be
automatically populated in the field
below.

1 selected = Insert into post
Clear

v oA z

Update the Title foryourfile. The Title Co 00 /06 AAOGS6 dpa &a<+06 aodcé

inserted into your content. From the Link To dropdown list, select Media File.
The field just below this will be automatically populated with the URL for
the file.

Click the Insert into post button to insert a link to the selected file in your Post

at the current cursor position (when editing a Page, this button will say

Insert into page).

Yy CpA +o8yyo6y ap aypC a+6 52, o6pa a+<o6 0066@9d
26 CpA 6 0 @0 bnkdnsome axisthgitéxt, dmply click and drag the

cursor and highlight the text that you want turned into a link and then click

2
the Insert/edit link button ( c ). Just like previously, when adding a simple
HTML link, enter the URL to your media file and then click the  Add Link

button. A standard html link will be created that links to the media file that
you specified.



Editing an HTML Link
4p 066ga Oy +auld 0@y 0Ogou &a+06 OGeyua Cga<gy
edit to display an inline link toolbar. Once the toolbar appears, click the Edit

¢

»
button ( ) todisplay a pop -up window with the link properties. The pop -

up window will be just like the pop -up that appeared when you originally
inserted the link. Alternatively, click the link - to position the cur  sor

2,
somewhere within it and then click the Insert/edit link button ( 9 ) on the

main Visual Editor toolbar.

~ Y oA = A A . z v oA z w . A ~ e . - oA = A R O« N
ldada CpA g6 Ayb60ado a=+o6 OUpgate buttenpoysdvaypuwa 6 A 0 I
changes.

‘\‘:‘r @ YourWordPressSite ® 0 - New View Post Howdy, Joe Blogg | .* |
en Opt Hel
@ Dashboard Edit Post Add nNew

Posts
# Hello world! Publish
All Posts

Permalink: http://your-wordpress-site.com/hello-world/  Edit | ViewPost | Get Shortlink Preview Changes

Add New
Categori o % 7 Status: Published Edit

AUBOTSS 21 Add Media Visual Text
Tags X ® Visibility: Public Edit

B I = = £ &« — £ = = |2|R E B > =
07 Media Paragraph v U = A v B ©Q Q & B 4 o O Revisions: 35 Browse
@ Pages [il] Published on: Nov 30, 2013 @ 07:25
s & Edit
® Comments e first to enter the cosmos, to engage, single-handed, in an '
To be the first to enter the cosmos, t € le-handed, e
Move to Trash
» Appearance
£ Plugins
Format
e Users : ” ’ :
Click the link that you wish to edit
/ Tools and then click the Edit button on the Categories

inline link toolbar to edit the link

B Settings

properties.

L 22—
Removing an HTML Link

All Categories Most Used

) Collapse menu

To remove an html link, click the link Coa+oy CpAa 08060sO0pAa &=+
to remove to display an inline link toolbar. Once the toolbar appears, click
X

the Remove button ( ) to remove the link. Alternatively, click the link to
position the cursor somewhere within it and then click the Unlink button (

“% ) on the main Visual Editor toolbar. If you want to remove a link from an
image, simply click the image once to select it and then click the Unlink
8
button ( “* ) on the main Visual Editor toolbar. If the html link is linking to



an uploaded file ori  mage, clickingthe Unlink A Aaapy

that file, it will simply remove the hyperlink.

&) @A YourWordPressSite B =+ New View Post

@ Dashboard

A Posts

All Posts
Add New
Categories

Tags

05 Media

B Pages

® Comments

Appearance
Plugins
Users
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Collapse menu

Edit Post Addnew

Hello world!

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

87 Add Media
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Editing Existing Content

To edit an existing page, simply click on the relevant Page/Post title, when

viewing your list of Pages or Posts. Alternative ly, click onthe  Edit link that
appears beneath the title when hovering your cursor over each row.
B Settings Hello world! Joe Blogg antiquarianism, Blogroll tagl, tag2, tag3 u 2013/11/30
O co n Edit Quick Edit = Trash View Published
0 Edit Page‘orPost Joe Blogg Unpublished content - 2013/04/09
e Las
Mo;iﬁed
To edit your Page or Post, click on
the Page/Post name or click the Edit Joe Blogg Markup content, css, formatting, — 2013/01/11
link that appears when hovering html, markup Published
your cursor over each row.
Markup: Image Alignment Joe Blogg Markup alignment, captions, — 2013/01/10
The screen that appears will be exactly the same as the Add New Page Add
NewPostAoa66y‘° pyoaC Coa- a4+06 0CoAdgyod opyaoya

finished ed iting your Page/Post, click the Update button.



Deleting Content

If you wish to delete one of your Pages or Posts, click on the Trash link that

appears beneath the title when hovering your cursor over each row. This
will move the Page/Post to the Trash.
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Screen Options Help
@ Dashboard Posts AddNew
A Posts All | Published | Sticky (1) | Scheduled (1) | Drafts(2) | Trash Search Posts
All Posts Bulk Actions :] Apply All dates ;| All E 45 items 1 of3 » »
@ View Trash

Add New Title S [ | Date

Categories i i i
= Scheduled - Scheduled To view all the items in the Trash, tent = 2020/01/01

T click the Trash link. It's from here

ags Scheduled

that you can then delete the Page
(o] i ; or Post permanently.

71 Media Spaceflight o o P Sl = 2014/09/07
Pages Edit | Quick Edit Trash  View Published
Comments Vroom V 4 Uncategorized — — 2014/05/26

Delete Page or Post = & o
Modified
earance )
App To delete your Page or Post, first
& Plugins LEGOTim  click on the Trash link to send it to 8 Uncategorized — — 2014/05/20
the trash. Published
Users
Ellie Goulding - Halcyon Days Joe Blogg Uncategorized — — 2014/05/20
Tools Published

To delete the Page/Post permanently or to restore the Page/Post, click the
Trash link at the top of the screen. When the cursor is hovering over each

item in the Trash, the Restoreand Delete Permanently links appear. Click  Delete
Permanently to permanently remove a single Page or Post. Clicking Restore
will restore the Page or Post.
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@ Dashboard Posts AddNew

A Posts All | Published | Sticky Scheduled (1) | Drafts(2) | Trash Search Posts

All Posts All dates j All categories j Filter Empty Trash E 2 items
@ Delete or Restore Content
Add New Author ] Date
Categories ¢ c E“"Pty Trash
8 To delete a smg}e Page or Post Joe Blogg _ 9 mins ago
Tags permanently, click the Delete Lict
Permanently link. Click the Restore The permanently delete all items in Modified
07 Media link to restore the Page or Post. the Trash, click the Empty Trash
s Hello world! JoeBlogg ~ Putton. 3 n 2013/11/30
ages +
- 8 Restore Delete Permanently Las\.
® Comments Modified
Title Author Categories Tags [ Date
» Appearance
£ Plugins Bulk Actions :J Apply Empty Trash 2 items

If you would like to permanently delete or restore numerous items at once,
click the checkboxes next to the items you would like to delete or restore
and then choose either  Restore or Delete Permanently from the Bulk Actions



dropdown list at the top of the page. After selecting the appropriate action
click the Apply button to make your change. Alternatively, click the Empty

Trash button to delete all the items in the Trash.



Ful Iscreen Editing

WordPress allows for fullscreen composing. It provides for complete
distraction free editing of your Page or Post. To enter fullscreen mode

simply click on the  Distraction Free Writing button ( "' ). With the Distraction
Free Writing button tu rned on, the left -hand menu and the right  -hand side

panels fade out of view, leaving the screen with just the minimal required to
compose your content.
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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.

"

In Distraction Free Writing mode, only the Title field and Visual Editor is
displayed until you move y our cursor outside of the editor. Once you 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 Free
Writing button again.



Saving and Publishing Content

oyoo6 CpA ad 6006606 00 CpAa opyaoya ap CpAa O
of Saving the Page as a Draft or Publishing the page. Clicking the Save Draft

button will simply save your Page/Post. This is handy if you would like to

come back at a later date to 8366 Upad opyaoya pa 06 CpA abd
to publish yet.
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Move to Trash Update
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& Appearance Space, the final frontier. These are the voyages of the Starship Enterprise.
£ Plugins Its five-year mission: to explore strange new worlds, to seek out new lif Q Publishing
s and new civilizations, to boldly go where no man has gone before.
aa Users

Once all your content is added you

# Tools . have the option to save as a draft or
It suddenly struck me that that tiny pea, pretty and blue, was the Earth. ,pjish.

put up my thumb and shut one eye, and my thumb blotted out the plan
Q Collapse menu Earth. I didn't feel like a giant. I felt very, very small.

B Settings

Uncategorized

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

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

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

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

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

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



Public is the default and means the page is viewa ble to all. There is also
8y pbyaspy ap uoudé a+o6 OpAa :AagouC v 3&ag0
all blog posts and stay there even after new posts are published.

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

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

By default, when you click the  Publish button your Page/Post is published
immediately. To change this, click the Edit link just to the right of Publish
immediately within the  Publish panel. You can then select the date and time
a+0a CpA 6 0oubd ap Adstidbé pubdlidhed Yos dustidod 6 s 0
click the Publish button when you have updated the date and time fields to

publish at the desired date and time.



Categories

You can use categories to define sections of your site and group related
posts. The default categ oryis Uncategorized but this can be easily changed in

your Settings. Pages cannot be associated with Categories. You can only
associate Categories to Posts.

There are two ways to add Categories. They can be added whilst adding or
editing your Post or they can be added viathe  Categories menu option. Adding

Categories whilst editing your Post, will automatically assign those
Categories to your Post. Adding Categories using the Categories menu option

will simply add them to the list of available Categories.

When you click onthe  Categoriesit 6 y A pyaspy CpA 00 A6 A<pCy
Categories that have already been added along with some blank fields that

allow you to add a new Category.
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@ YourWordPress Site B + New
0 Add New Category

Categories

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

Add New Category Description.

Name
The name is how it appears on your site.
Slug

The “slug” is the URL-friendly version of the name. It is

usually all lowercase and contains only letters, numbers,

and hyphens.

Parent

None j

Categories, unlike tags, can have a hierarchy. You might
have a Jazz category, and under that have children
categories for Bebop and Big Band. Totally optional.

Description

The description is not prominent by default; however,
some themes may show it.

Add New Category

c Add New Category

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

Name

aciform

—sub

Howdy, Joe Blogg | 2

Screen Options Help

Search Categories

Apply 65 items 1 ofd > »
Description Slug Count
aciform 1
sub 1

antiquarianism
Edit Quick Edit Delete

View

@ Add New Category

Hovering the cursor over each row
will show you various options you

can perform

Blogroll

broder

buying

Edge Case

enphagy

Name

Bulk Actions _'J

Note:

Posts that have edge-case
related tests

Description

Apply

antiquarianism 2
arrangement 1
asmodeus 1
blogroll 1
broder 1
buying 1
edge-case-2 6
enphagy 1
Slug Count
65 items 1ofd > »

Deleting a category does not delete the posts in that category. Instead, posts that were only assigned to the
deleted category are set to the category Uncategorized.

Categories can be selectively converted to tags using the category to tag converter.

To add a new Category, fill in the blank fields and then click the
Category button:

Name ¢ The name is how it appears on your site

Add New

Slug ¢ The SlugistheURL -6 a0y 60C goaAsgpy p6 &+6
lowercase and contains only letters, numbers, and hyphens

Parent ¢ Categories, unlike tags, can have a hierarchy. You m
Car category, and under that have children categories for Ford, General

ight have a

0



Motors and Toyota. Totally optional. To create a subcategory, just
choose another category from the Parent dropdown

Description ¢ The description is not prominent by defaul t; however, some
themes may display it

Once you add a new Category it will appear in the list of Categories on the

right side of the screen.

When hovering your cursor over each row in the list of Categories, a few
links will appear beneath the Category nam e.

Edit ¢ Allows you to edit the Category properties such as Name, Slug,
Parent and Description

Quick Edit ¢ Allows you to quickly edit the Category Name and Slug

Delete ¢ Deletes the Category permanently from the list of Categories.
After clicking Delete you will be prompted to confirm your choice. Click

OK to delete the Categoryor Cancelgd CpA oO6py a8 Cdya ap
View ¢ This will list all the Posts that are currently using this Category

If you would like to permanently delete numerous Categories at once, click

the checkboxes next to the Categories you would like to delete and then

choose Delete from the Bulk Actions dropdown list at the top of the page. After

selecting Delete, click the Apply button to immediately delete the selected

Categories (you will not be prompted to confirm your choice).

Deleting a Category does not delete the posts in that Category. Instead, posts

that were only assigned to the deleted Category are set to the default

Category, which is set to Uncategorized by default. The Defa ult Post Category

can be configured within the Settings > Writing section.

Adding Categories within your Post

Adding Categories whilst editing your Post will automatically assign those

Categories to your Post.

When adding or editing your Post, the Categories panel can be found just

below the Format panel if your Theme supports Post Formats. Alternatively,

it will reside just below the Publish panel. To add an existing Category,

AguyaoC aesou a+6 o0+060GAPE-B6A" yocéa ap a=o

the Post.
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- believe in what we’re doing. Now it’s time to go. — Parent Category — j
Ui Spaceflights cannot be stopped. This is not the work of any one man or even fidd New.Category

Settings a group of men. It is a historical process which manggipeg : é
Collapse mhend accordance with the natural laws of human develo @ Add New Category

To add a new Category, click the + Add New

To go places and do things that have never been do Category link and type in the Category name. Add
living is all about. Select the Parent Category from the list if
appropriate. Click the Add New Category button mas
to assign it to the Post. |
- :ag3
p wnwuse ot wie st used tags

If you would like to create a new Category and assign it to the Post at the

same time, click the  + Add New Category link. Two fields will then appear.

ACyo6 a+6 youo podo a+o6 #o0ao6opaC a+va CpA-
6odo006v )d GméwCategbrgta lfaved Parent, select it from the

Parent Category dropdown list. Click the Add New Category button when done to

create the Category and automatically assign it to the Post.
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Tags

Tags are ad -hoc keywords that identify important information in your post

(names, subjects, etc) that may or may not recur in other posts. Unlike

#0a60pavgdA° 406A +0abd yp +wo6asao+C° 1U06d8yw@yod
one Tag to another. Pages cannot be assigned Tags and cannot be associated

with Categories. You ¢  an only associate Tags and Categories to Posts.

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

option. Adding Tags whilst editing your Post, will automatical ly assign those
Tags to your Post. Adding Tags using the Tags menu option will simply add

them to the list of available Tags.

When youclickonthe Tagsi 6y A pyaespy CpA G0 6 A+pCy o
have already been added, along with some blank fields t hat allow you to add

8 yoC 4806v ! OG@oAa pd ypyAuda 400A oA dUAp 6«
the Tags are displayed in alphabetical order and the more often a Tag has

nooy AAOGG° &a+6 (0dascda a+o6 o6pya osa A 00Ay0dC
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wordpress.tv Tags posts about Articles.  articles
Appearance Add a new Tag by filling in the Name,
; Slug & Description.
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Name
Tools
Settings The name is how it appears on your site. audio audio
Collapse menu
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The “slug” is the URL-friendly version of the name. It is Efj't Quick Edits| Dielete
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@ Add New Tag gor
Description
Hovering the cursor over each row
will show you various options you chat
can perform
chattels chattels
The description is not prominent by default; however,
some themes may show it.
Add New Tag cienaga cienaga
@ Add New Tag
claycold claycold
After filling in all the fields, click the
Add New Tag button to add a new
Tag. dowork Tags posts about dowork
#dowork.
Name Description Slug
Bulk Actions _'_] Apply 111 items

To add a new Tag, fill in the
button:

blank fields and then click the
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Description ¢ The descri ption is not prominent by default; however, some
themes may display it

Once you add a new Tag it will appear in the list of Tags on the right side of
the screen.

When hovering your cursor over each row in the list of Tags, a few links will
appear beneatht he Tag name.
Edit ¢ Allows you to edit the Tag properties such as Name, Slug and
Description

Quick Edit ¢ Allows you to quickly edit the Tag Name and Slug

Delete ¢ Deletes the Tag permanently from the list of Tags. After clicking

Delete you will be prompte d to confirm your choice. Click OK to delete

the Tagor Cancelgd CpA oO6py & Cdya ap 660060406 oa
View ¢ This will list all the Posts that are currently using this Tag

If you would like to permanently delete numerous Tags at once, click the
checkboxes nextto the Tags you would like to delete and then choose Delete

from the Bulk Actions dropdown list at the top of the page. After selecting
Delete, click the  Apply button to immediately delete the selected Tags (you
will not be prompted to confirm your choice).

Adding Tags within your Post

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

When adding or editing your Post, the Tags panel can be found just below the
Categories panel. To add an existing Tag, click the Choose from the most used

tags link. This will display a list of previously used Tags (if available). They

8406 d0aadyooo6 day+-onoawsododdaC dyo6 sy O00pAG:
406 +8A Ao6Oy AABGG° &A+0 0davb6a a+06 opya oa-

used Tag, simply click on the Tag name and it will be assigned to your Post.

To add a new Tag, simply write the Tag or Tags (separated with commas)

into the edit field and click the Add button. Tags that are assigned to the Post
will be displayed below the edi t field. To remove a Tag from your Post, click
a+0 Akdd@mopy yo6ca ap a+o6 4806 yduov

p>X



@ Dashboard

A Posts

All Posts
Add New
Categories

Tags

q: Media

Pages

Comments

Appearance
Plugins
Users

Tools

Settings

07 Add Media Tags

Visual  Text
B I # = £ 66 — = = £ &# R : Add New Tag Add
Paragraph ¥ U = A ~v Rl ©Q Q ¥ =
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To add a new Tag, write the Tag or P “
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Spaceflights cannot be stopped. This is not the work of any one man or even
a group of men. It is a historical process which mankind is carrying out in
accordance with the natural laws of human development.

To go places and do things that have never been done before — that’s what
living is all about.
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@ Add Existing Tag

To add an existing Tag, click the Choose

from the most used tags link and click the
appropriate Tag or Tags from the list to
automatically assign it to the Post.




Media Library
4+06 -00p0 ,onavoaC oA C+6ad6 CpA 08y 0oy
There are two different types of views you can select from when viewing

(@}
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your media library. You can click the List View icon ( ) to display your

images in a list, or you can click the Grid View icon ( ) to view your
images in a Grid layout.

The Grid View will display a grid of thumbnail images for each of your media
files. The Gri d View employs infinite scrolling, rather than displaying your
images over multiple pages. To view more images, simply scroll to the
bottom of the page and more thumbnails are automatically loaded.
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The List View will display your images similar to how t +6C ab
in previous versions of WordPress, in a list over multiple pages.
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A Posts
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07 Media —j —]
Library c Media Library 73 items 1
Add New

Use the icons to switch between the Author Uploaded to g

List View and Grid View
W Pages ialaxy.jpg Joe Blogg (Unattached) -
® Comments 1xy.jpg Attach

| = simal
¥ Appearance
guardiansofthegalaxy-starlord Joe Blogg (Unattached) -

K Plugins guardiansofthegalaxy-starlord.jpg Attach
|

as Users

guardiansofthegalaxy Joe Blogg (Unattached) —
Attach

# Tools
[l guardiansofthegalaxy.jpg

[E Settings

Edit  Delete Permanently View

»ad Ave Joe Blogg (Unattached) —
s @ Media Library i

Hovering the cursor over each row
will show you various options you

© Collapse menu

Bigh oe Blo (Unattached) —_
& can perform ) £ At
BigH ttac
LEGO Mars Curiosity Timelapse Joe Blogg (Unattached) —
Attach

MarsCuriosity.mp4

Both views show the most recently uploaded files first. There are also
dropdown lists that allow you to filter the list of files that are currently
being displayed, a long with a search field to help search for 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 extension
which shows the type of file (JPG, MP3, etc.) , the name of the Author who
uploaded the file, the Page or Post which the image was uploaded to, the
number of comments and the date the file was uploaded.

When hovering your cursor over each row 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 basic image
manipulation

Delete Permanently ¢ Deletes the file permanently from the Media Library

View ¢ Will take youtothed isplay page for that file

@ @ YourWordPressSite B 0 <+ New Howdy, Joe Blogg | *

Help
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Viewing a File in the Media Library

The Grid View will display a grid of thumbnail images for each of your media

5o00AV $6yOyo6eyO py a4+06 6006 acCyo-

particular file or an icon representa tion.

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
dAglapgaC ap Ay60a06 006aadey yVapyoaagoAv
larger version of tha  timage. For supported audio and video files (M4a, MP4,
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nk to the actual file.

a link to view the attachment page which in turn has a li

Attachment Details

8y6 7-1"

File name: Serenity.jpg

File type: image/jpeg

Uploaded on: December 22, 2013

File size: 152 kB

Dimensions: 1024 x 768

URL
Title

Caption

4 Update the media file properties by
filling in the relevant fields. The
available fields will vary depending Alt Text

on the type of file you're updating.
5 e T Description

Uploaded By

Uploaded To

http://your-wordpress-site.com/w
Firefly Class 03 K64

Serenity - A Firefly Class 03
Mid-bulk transport ship

Firefly Class 03 Mid-bulk transport

OOh! Shiny!

Joe Blogg

Hello world!

View attachment page | Edit more details | Delete Permanently

; @ Attachment Details

To view and edit more file properties,
Edit Image click the Edit more details link.

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

Edit link. The various
file properties will be displayed, along with giving you the ability to upd

certain properties. If the file is an image, you'll see a larger version of that
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image. For supported audio and video files (M4a, MP4, OGG, WebM, FLV,

7-6° -0e&° 7!'6 o8y6 7-1!7" CpA 0O AdO a+06 dyyapy
pba+6a 00006 acCyoA 7APADG PPAO ABRY 3AA paCpA - 00 Aguy
properties along with a button to view the attachment page which in turn

has a link to the actual file.
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Pages File name: Serenity.jpg

Comments File type: JPG
Appearance File size: 152 kB

, . Dimensions: 1024 x 768
¢ Plugins

Users

Delete Permanently
Tools
Settings

Collapse menu

c Attachment Details

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

Alternative Text

Firefly Class 03 Mid-bulk transport ship

Description

b | 7 |link | b-quote del ins |img ul ol |i| code | closetags

00h! Shiny!

Clicking the  View link will display the attachment page for that particular

media file. If the file is an image, you'll see a larger version of that image.
&pa AAYyypaadaoo oA6esp Odyo6 gqoo66p 068006A C
8y6 6pa pa+-b6a 0006 aCyo6A AAO+ A 0%$&
the actual file.
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() @ YourWordPressSite ,# Customize B8 0 <+ New ¢ EditMedia Howdy, Joe Blogg | !

Your WordPress @ View Media
Site For supported audio and video files
Just another WordPress site you'll see the appropriate media
Halcyon player.
Pages v p 00:00 00:00 ) NE——
Categories v
— “Halcyon” from Halcyon Days (Deluxe Edition) by Ellie Goulding. Re-
t v
o leased: 2013. Track 5 of 28. Genre: Pop.
Advanced v

Menu Description
Custom Menu Descriptior

@ May 20, 2014 ¢ Edit

Adding a File to the Media Libra ry

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 clickthe AddNewi Adaadapy C+06y CpA a6 awo6Coyod
List View, or click the  Add New link in the menu, simply drag your images

from wherever they are on your computer, into the area marked Drop files
here. Your file(s) will be automatically uploaded.

a v like o edit thé filedroperties, click the Edit link next to

CphAa oiid006A pa 08600A dad AYyOpdOOOS"
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(@)



&Y @ YourWordPress Site + New

Howdy, Joe Blogg |
@ Upload Media

Help
& Dastboscd Upload New Media .
Simply drag and drop files from
# Posts your computer to here & have them
automatically uploaded.
05 Media
Library
Add New
B Pages @ Upl ==
oad Media Select Files
¥ Comments L @ Uploaded Media
Click Select Files if you wish to open a o files —_—

» earance dialog box to manually select the nc? your files are uploaded,
s You are using the mt  files to upload. ler instead. they're listed below the file
. . uploader.
A Kpus Maximum upload filt coeve e veree.
e Users

g BigHero6_Wallpaper Edit
# Tools =

el Ant-Man-Poster Edit
Settings i
O 'J:n,” StarWarsTheForceAwakens Edit

g SpaceX-Dragon Edit

Ifyouclickthe AddNewAn Adaapy C+06y CpA ad6 awd6Cogyd
Grid View, you can drag your images from wherever they are on your

computer, to anywhere on the screen. Y our file(s) will be automatically
uploaded.

/| yoe CpAa oid0606A pa O0o006A dad AyUpdo66O"
uploader, with the rest of your media.

&Y @ YourWordPress Site + New

0

Help
@ Dashboard H -
Add New
Mec lerary Simply drag and drop files from
# Posts your computer to anywhere on the
: B Al mediaitems :_l All dates j Bulk Select screen & have them automatically
Q7 Media uploaded.
Library
Add New X

Drop files anywhere to upload

or
Uploaded Media
© issvisn

) o ] Once your files are uploaded,
C!nck Select Files if you wish to open a Maximum upload file size: 32 MB. they're listed below the file
dialog box to manually select the uploader.
files to upload.

Pages

Comments

Appearance

¢ Plugins

Users
Tools
Settings

Collapse menu

MarsCuriosity.mp LegoTIEFighter.m LegoStarWarsX- 01-Dont-Say-a-

Qi
o



When uploading files, you can also click the Select Filesbutton and then select
the flesthaty pA- 6 Ggub6 &p AYyOIpdd6 AAgyd a+06 660D

Editing the File Properties

Y3 CpA a6 awdCoyo Ceiddiew, simplyAlickdpA eng af yodr+ 6
U668 6000A dyo CpA 00 #dpwindod iha displdystheCo a + & |
relevant pr operties for that particular file.

After updating each field your changes will be automatically saved. You can

use the arrow buttons at the top of the pop -up window to navigate to the

yadbagopAA pa yoéca ogidoovVv -Aghtmfdhé pop + upwincdowmy & +
return to the media Grid View.

Attachment Details < > X

File name: BigHero6_Wallpaper.jpg
File type: image/jpeg

Uploaded on: September 6, 2015
File size: 803 kB

Dimensions: 1920 x 1080

URL  http://your-wordpress-site.com/w

Au Title  BigHero6_Wallpaper
0 Media Properties Caption

Update the media properties. As
you move between each field, your Alt Text
changes are automatically saved.

Description

Uploaded By Joe Blogg

5 Edi ils | te P
Edit Image View attachment page | Edit more details | Delete Permanently

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

To edit the properties of an existing file when using the List View within the

Media Library, hover the cursor over the particular row that contains the
file you wish to edit and click the Edit link. Alternatively, y ou can also click
the file title or the thumbnail image. Clicking the Edit link next to the file

536406a oa A OAARZ A606Y AVOpB666° Co0G BSAAp B0



After clicking

Edit, the relevant properties for that particular media file are

disp layed, including the title, URL, filename, file type and in the case of an

image, the file dimensions. When editing the file properties, the

Alternative

Text field will only be displayed for images.

@) @A YourWordPressSite B 0

@ Dashboard

# Posts
07 Media

Library
Add New
[ Pages

® Comments

¥ Appearance
A+ Plugins

e Users

4~ Tools
Settings

© Collapse menu

Title®! Ga+pAO0~+
top of the page (when editing the image from the

]

=4 New View Attachment Page Howdy, Joe Blogg | 2

Screen Options Help

Edit Media Addnew

BigHero6_Wallpaper save

Get Shortlink

Permalink: http://your-wordpress-site.com/?attachment_id=1937 View Attachment Page

[it] Uploaded on: Sep 6, 2015 @ 01:08

File URL:
http://your-wordpress-site.com/wp-cc

File name: BigHero6_Wallpaper.jpg
File type: JPG
File size: 803 kB

Dimensions: 1920 x 1080

Delete Permanently

| 0 Media Properties

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

oo @ Media Properties v _—

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

it1 : !
Editimage relevant for that particular file.

Caption

Alternative Text

Description

b |7 | link | b-quote  del |ins |img ul | ol li || code @ close tags

6206006 Titldis thé field &t thévaeryr 6 6
List View). The Title is

a-+=~o

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

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



Alternative Text ¢ This field is only displayed for image files. The

A Y oA = ’

l 0a6aydodwad 406¢ca oA 0oAy00C66 C+06y Z+0 fa
ya- A 80Ap AAG6G6 AC Ao0adoy aodo6oah opa aohAA
Description© 4 + g A opyadéya oA 60Ay0dCO606 py a4+0 069

Metadata - Artist ¢ This field is only displayed for audio files. It allows you
to specify the recording artist

Metadata - Album ¢ This field is only displayed for audio files. It allows
you to specify the album to which the audio file belongs to

Once the file properties are updated click the Update button to save your
changes.

Editing an Image

WordPress has a basic image edi  ting tool that allows you to perform some

Agiiyad UdyeyAGdadepy Cogad+ CpAa AYyUpdO6OO6 BUBO
flip your images as well as scale them and crop them to different sizes.

When editing the file properties of an image (as opposed to other fi le types

like 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
tools will appear in the pop -up window.



Attachment Details

¥ &5 &

Cancel Save

If y ou click the Edit Image button whilst using the
look slightly different to the above

éppGA‘ CpA' aa
dimensions. You can also stil
Description.

@ Editing an Image

The image editing buttons allow you
to perform basic image editing
functionality such as cropping,
rotating & flipping.

SCALE IMAGE @
Original dimensions 1920 x 1080

1920 x 1080

IMAGE CROP @

Aspect ratio:

Q Editing and Image

Selection: 1645 x 930
You can scale & crop your image by
entering the appropriate values in

their respective input fields.
THUMBNAIL SETTINGS @

Current thumbnail

Apply changes to:
© Allimage sizes
Thumbnail

@ Editing an Image

You can apply your updates to All All sizes except thumbnail

images sizes, Thumbnail or All sizes
except Thumbnail.

List View, your page will

Grid View. As well as the image editing

d0Ap Ad6O6 &a+06 yapyoaasoA pbo
| update the Caption, Alternative Text and



&Y @ Your WordPress Site

@ Dashboard

A Posts
07 Media

Library
Add New
B Pages

¥ Comments

¥ Appearance
K¢ Plugins

e Users

4 Tools

[ Settings

© Collapse menu

b Uda46a

New View Af
i SRR g e @ Editing an Image

Edit Media Addnev

to perform basic image editing
functionality such as cropping,
rotating & flipping.

BigHero6_Wallpa

Permalink: http://your-wordpress-site..om/?attachment_id=1937 View Attachment Page

B &4 B 8 m

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

) except Thumbnail.
Caption

Alternative Text

Description

b | i | link

b-quote del ins |img ul ol | li | code

cC+6a aoo6cC

following image editing buttons:

.

=

The image editing buttons allow you

ChA"

@ Editing an Image

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

Get Shortiink [ifi] Uploaded on: Sep 6, 2015 @ 01:08

Scale Image @ File URL:

Original dimensions 1920 x 1080 http://your-wordpress-site.com/wp-cc

1920 x 1080 m File name: BigHero6_Wallpaper.jpg
File type: JPG
Image Cro
g PO File size: 803 kB
Aspect ratio:

Dimensions: 1920 x 1080

Selection: 1645 x 930

Delete Permanently

Thumbnail Settings @

Current thumbnail

Apply changes to:

© Allimage sizes
Thumbnail
All sizes except thumbnail

close tags

c
&>

I

Q)¢

6 AAgyod

(@3]}

Crop ¢ Click on the image and drag the selection box to the

Agéd a+-doa

ChA"

6 roped oClick thedCrop i 8 6 6

button to crop the image to the new size

Rotate counter-clockwise ¢ Rotate the image 90° counter -

clockwise

vdy, Joe Blogg | 2

diipa



[;]_] Rotate clockwise ¢ Rotate the image 90° clockwise

i =1 Flip vertically ¢ Flip the image vertically
v |
‘"’]lf’ Flip horizontally ¢ Flip the image horizontally
Id Lot
Undo ¢ Undo the last change
Redo ¢ Redo the last change
To scale your image to a new size, simply enter the width or height
dimensions in the appropriate field and click the Scalebutton. For best
results, scaling should be done before performing any other operations like
coapyyeyo® O0gyyeyd pa apacagyod a+06 @gudoobdv ) :

can only be scaled down, not up.

After entering one scale value, the other value will change automatically so
as to keep the im age in proportion. The original image dimensions are
displayed just above the input fields, for your reference.

There are several ways to crop your image. The easiest is to simply click on

the image and drag the selection box to the appropriate size. If yo A 6 (Ggubd
your image cropped to a specific ratio, enter the values in the Aspect Ratio

input fields (e.g. 1:1 (square), 4:3, 16:9 etc.). You can then hold down the

shift key and drag one of the edges of your selection to enlarge or reduce the

size, while ke eping this aspect ratio locked. If there is already a selection

made, specifying the aspect ratio will automatically change the selection to

match it.

Whenever the selection box is adjusted, the dimensions are displayed in the
Selection input fields. You ¢ an also manually enter the dimensions of the

selection box (in pixels) by entering values into these two fields. Once your
selection box is adjusted, simply click the Crop button just above the image

to crop the image to this new size.



By selecting one of the options inthe = Thumbnail Settings panel, you have the
option to apply your changes to All image sizes, just the Thumbnail image or All
sizes except Thumbnail.

Click the Savebutton to save your changes.

Click the Update button to return to the main Med ia Library page.
Y6 CpA 6 OGoGO6 ap adagdaa fAoou apEdidrpageabutipdm o 6 oy
again to return to the image editor. A new Restore Original Image link is

displayed just below the Scale Imagelink. Click the  Restore Original Image link
and then click the  Restore image button to discard your changes and restore

your original image.

Deleting a File from the Media Library

To delete a file from the Media Library when using the Grid View, first click

an image to view the File Properties, then click onthe Delete Permanently link
that appears in the pop  -up window.

To delete a file from the Media Library when using the List View, click on

the Delete Permanently link that appears beneath the file name when hovering
your cursor over each row.
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After you clickthe Delete PermanentlyG gy U oy 69
with a confirmation message.


































































































































































