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Welcome  
)ă üøö÷ă ñô ôðĂøôā ăþ ĂðĈ Ć÷ðă ă÷øĂ öĄøóô øĂýˑăʿ āðă÷ôā ă÷ðý Ć÷ðă øă øĂ˅ )ă øĂýˑă 

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.  

)õ ĈþĄˑāô ûþþúøýö õþā üþāô øý-depth knowledge, there are heaps of articles in 

the WordPress Codex  that go into more detail. This is great if you want to 

get really involved in developing your own WordPress theme or modifying 

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 Open Source  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 themes  and plugins . 

¯WordPress is web 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 

ă÷ô ÷Ąöô ñôýôõøăĂ øĂ ă÷ô Ćôðûă÷ þõ øýõþāüðăøþý þĄă ă÷ôāô˅ 4÷ôāôˑĂ ð öāôðă 

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÷ôāôˑĂ ðûĂþ ð ÷Ąöô ýĄüñôā þõ óôĂøöýôāĂʿ óôąôûþÿôāĂ ɷ ñûþööôāĂ Ćho share 

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...  

 

5QNAOÙ\Ð*9`JQO9MÐ 9\LA`;9MMÐù\\Q<J9`JQOÐU5* ùV  ʕhttp://www.wnba.com  

4÷ô 7þüôýˑĂ .ðăøþýðû "ðĂúôăball Association (WNBA) was founded in 1996, 

ðĂ ă÷ô ĆþüôýˑĂ òþĄýăôāÿðāă ăþ ă÷ô .ðăøþýðû "ðĂúôăñðûû !ĂĂþòøðăøþý ˭."!ˮ˅ 

The Streamy Awards   ʕhttp://www.streamys.org  

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.  

0fA?AOÙ\Ð+EEJ<J9MÐ0J`A  ʕhttp://sweden.se  

The website is the o fficial source for facts about Sweden. It is publicly 

funded, with four organisations behind it: the Swedish Institute; 

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   ʕhttp://feliciaday.com  

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 
*þĂĂ 7÷ôóþýˑĂ %üüĈ !Ćðāówʕinning Internet musical, Dr. Horrible®s Sing-

Along Blog . She also created and starred in the hit web series The Guild . 

The Official Star Wars Blog   ʕhttp://www.starwars.com/news  

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 
ðýó ă÷ô ĂôāøôĂˑ þõõøòøðû ñûþö øĂ ÿþĆôāôó ñĈ 7þāó0āôĂĂ˅ 

Aqua Hotels and Resorts  ʕhttp://www.aquaresorts.com  

Aqua Hotels & Resorts is a full -service hotel management company founded 

in 2001 by Hawaii hotelier Michael V. Paulin.  

Ladies Learning Code  ʕhttp://ladieslearningcode.com  

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/


 

 

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

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

your actual domain name.  

 

There are exceptions to this of course. For instance, your WordPress setup 

maybe installed in a subdirectory. For most standard setups  ă÷þĄö÷ʿ ĈþĄˑûû 
find the above URL should work.  

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


 

 

Dashboard  
/ýòô ĈþĄˑąô ûþööôó øýʿ ă÷ô 7þāó0āôĂĂ $ðĂ÷ñþðāó ðÿÿôðāĂ˅ 4÷øĂ øĂ ĈþĄā üðøý 

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÷ôý ýôĆ þā Ąÿóðăôó õôðăĄāôĂ ðāô øýăāþóĄòôó øýăþ 7þāó0āôĂĂʿ ĈþĄˑûû ñô 
shown a New Feature Pointer. This is s imply to bring to your attention some 

õôðăĄāô Ćøă÷øý ă÷ô $ðĂ÷ñþðāó ă÷ðăˑĂ ñôôý ðóóôó þā Ąÿóðăôó˅ )ý ă÷ô õþûûþĆøýö 

Dashboard image, the New Feature Pointer is highlighting the updated 
Toolbar. Click Dismiss to hide the pointer.  

 

On most pages, just below y our Username there are a couple of small 
inverted tabs. One called Screen Options and 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 Options link will display various options that allow you to configure 

what is displayed on the current page. The details in this panel change 

óôÿôýóøýö þý Ć÷ðă ÿðöô ĈþĄˑāô òĄāāôýăûĈ ąøôĆøýö˅ !Ă ðý ôćðüÿûôʿ þý ĈþĄā 



 

 

main Dashboard page the S òāôôý /ÿăøþýĂ ðûûþĆ ĈþĄ ăþ Ăôă Ć÷øò÷ ÿðýôûĂ ĈþĄˑó 

like displayed on the page.  

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

ĈþĄā üðøý ýðąøöðăøþý üôýĄ˅ 4÷øĂ øĂ Ć÷ôāô ĈþĄˑûû õøýó ðûû ă÷ô þÿăøþýĂ ăþ 

update and configure your site.  

(þąôāøýö ĈþĄā òĄāĂþā þąôā ôðò÷ þõ ă÷ô üðøý üôýĄ þÿăøþýĂ Ćøûû óøĂÿûðĈ ð ːõûĈ-

þĄăˑ üôýĄ Ćøă÷ ă÷ô ąðāøþĄĂ ò÷þøòôĂ õþā ă÷ðă ÿðāăøòĄûðā üôýĄ þÿăøþý˅ /ýòô 

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).  

 

The main menu options and their usage are:  

Dashboard 
4÷øĂ Ćøûû óøĂÿûðĈ ĈþĄā üðøý $ðĂ÷ñþðāó ː÷þüôÿðöôˑ˅ )ý ă÷ô ăþÿ ûôõă þõ ĈþĄā 

$ðĂ÷ñþðāó ĈþĄˑûû Ăôô Ăþüô ñāøôõ ĂăðăĂ þý ă÷ô ýĄüñôā þõ 0þĂăĂʿ 0ðöes and 

Comments. If you have the Akismet  anti -Ăÿðü ÿûĄöøý ðòăøąðăôóʿ ĈþĄˑûû ðûĂþ 

see the number of Spam Comments  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.  

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 new 

Theme, manage your site Widgets or Menus and even edit your site theme 

files.  

Plugins 
Plugins extend and expand the functionality of WordPress. You can add or 

delete plugins within here as well as activate or deactivate them.  

Users 
This screen lists all 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 data to 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 

øýăþ ĈþĄā 7þāó0āôĂĂ Ăøăôʿ Ć÷øò÷ üôðýĂ ă÷ðă øă Ćþýˑă ñô ąøĂøñûô ăþ ĈþĄā 

everyday site visitors. If you are not logged in, t ÷ô 4þþûñðā Ćþýˑă ñô 
displayed.  

 

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  

 Vie w 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 Users link 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.  

 

When editing your Profile there is a Toolbar option as shown in the screen 

above.  

 Show Toolbar when viewing site   ʕChecking 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 

óþôĂýˑă ò÷ðýöô þā ò÷ðýöôĂ øýõāôĀĄôýăûĈˮ˅ !ý ː!ñþĄă ĄĂˑ ÿðöô øĂ ðý ôćðüÿûô þõ 

ð 0ðöô þý ð ăĈÿøòðû ĆôñĂøăô˅ )ý üþĂă òðĂôĂ ĈþĄˑûû õøýó ă÷ðă ă÷ô òþýăôýă øý ă÷ô 
ː!ñþĄă ĄĂˑ ÿðöô óþôĂýˑă ò÷ðýöô ðûû ă÷ðă õāôĀĄôýăûĈ˅ 

.þĆʿ ĈþĄ üøö÷ă ñô ă÷øýúøýöʿ ˔ñĄă ) óþýˑă ýôôó ð ñûþö˕˅ 4÷øĂ üøö÷ă ñô ăāĄôʿ 

but you can also use the blog concept if you have a site where you need to 
óøĂÿûðĈ ĈþĄā ːûðăôĂă ýôĆĂˑ þā ôąôý ùĄĂă òþüÿðýĈ ĄÿóðăôĂ˅ "ðĂøòðûûĈʿ ðýĈ 

information that gets updated on a semi -regular basis can benefit from th e 

ːñûþöˑ õĄýòăøþýðûøăĈ˅ 7÷ôă÷ôā ă÷ðăˑĂ ð ăāðóøăøþýðû ñûþöʿ ĈþĄā òþüÿðýĈˑĂ ːûðăôĂă 

ýôĆĂˑ þā ôąôý ùĄĂă ĈþĄā þĆý ÿôāĂþýðû ĄÿóðăôĂ˅ 

Posts  
After clicking on the Posts menu 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.  



 

 

 

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  ʕWill allow you to edit your Post. This  is the same as clicking on the 

Post title  

 Quick Edit   ʕAllows you to edit basic Post information such as Title, Slug, 

Date plus a few other options  

 Trash  ʕWill send the Post to the Trash. Once the Trash is emptied, the 

page is deleted  

 View   ʕDisplays the  0þĂă˅ )õ ă÷ô 0þĂă ÷ðĂýˑă ñôôý ÿĄñûøĂ÷ôó Ĉôăʿ ă÷øĂ Ćøûû 

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 
ː3ăøòúĈˑ˅ 4÷ô Move to Trash 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 ( ) to display the posts in the 

traditional List View or click the Excerpt View icon ( ) to display a short 

excerpt from the Post underneath the Post title.  

Pages 
After clicking on the Pages menu option you'll be  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.  

 



 

 

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  ʕWill allow you to edit your Page. This is the same as clicking on 

the Page title  

 Quick Edit   ʕAllows you to edit basic Page information such as Title, Slug, 

Date plus a few other options  

 Trash  ʕWill send the Page to the Trash. Once the Trash is emptied, the 

page is deleted  

 View   ʕDisplays the Pag ô˅ )õ ă÷ô 0ðöô ÷ðĂýˑă ñôôý ÿĄñûøĂ÷ôó Ĉôăʿ ă÷øĂ Ćøûû 

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  
!óóøýö òþýăôýă ăþ ĈþĄā Ăøăô øĂ ðý ôðĂĈ ÿāþòôĂĂ ýþ üðăăôā Ć÷ôă÷ôā ĈþĄˑāô 

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 Categories  and Tags  

Ć÷ôāôðĂ 0ðöôĂ óþýˑă˅ 7÷ðăˑĂ ă÷ô óøõõôāôýòô ñôăĆôôý òðăôöþāøôĂ ðýó ăðöĂˌ 
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 Pages menu option in the left -

hand navigation menu and in the fly -out menu, click the Add New link. 

Alternatively, click the Pages menu 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


 

 

 

Adding a New Post  
To add a new Post, hover over the Posts menu option in the left -hand 

navigation menu and in the fly -out menu, click the Add New link. 

Alternativel y, click the Posts menu option and then click the Add New link 

underneath, or the Add New button at the top of the page. You will be 

presented with a page similar to the image below.  



 

 

 

Adding Content with the Visual Editor  
The editor used to enter content into your Page or Post is very easy to use. 

)ăˑĂ üĄò÷ ûøúô ĄĂøýö ð āôöĄûðā Ćþāó ÿāþòôĂĂþāʿ Ćøă÷ ăþþûñðā ñĄăăþýĂ ă÷ðă 



 

 

allow you to Bold ( ) or Italicize  ( ) text or enter in Headings (

) 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 or the 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 l 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 g), 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.  

At th e 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 

ă÷þĂô ýþă õðüøûøðā Ćøă÷ (4-, ăðöĂʿ øăˑĂ ýþă āôòþüüôýóôó˅ 

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 Permalink  is created for your page. Permalinks are 

ă÷ô ÿôāüðýôýă 52,ˑĂ ăþ ĈþĄā øýóøąøóĄðû 0þĂăĂʿ 0ðöôĂʿ #ðăôöþāøôĂ ôăò˅˅ 4÷þĄö÷ 
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 Edit ñĄăăþý ýôćă ăþ øă˅ /ýòô ĈþĄˑąô üþóøõøôó øăʿ 

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 Toolbar Toggle  button ( ) will show or 

hide a second line of formatting buttons which gives you extra functionality. 

The editor buttons perform the following functions:  

 
Add Media  ʕUsed to upload and insert media such as 

images, audio, video or documents  

 
Bold  ʕBold text  

 
Italic   ʕItalicise text  

 
Strikethrough   ʕAdd a strikethrough to your text  

 
Bulleted List   ʕCreate an unordered (bullet point) list  

 
Numbered List  ʕCreat e an Ordered (numbered) list  

 
Blockquote  ʕUsed 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   ʕInserts a horizontal line into your page  

 
Align Left   ʕAlign text  to the left  

 
Align Center   ʕAlign text in the center of the page  

 
Align Right   ʕAlign text to the right  

 
Insert/edit link   ʕUsed 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  



 

 

 
Remove link   ʕRemove 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  ʕInserts the More tag into your Page. 

Most blogs only displa y a small excerpt of a Post and 
ĈþĄˑāô āôĀĄøāôó ăþ òûøòú ă÷ô 0þĂă ăøăûô þā ð ː2ôðó üþāô˅˅˅ˑ 

link to continue reading the rest of the article. When you 

øýĂôāă ð ː-þāôˑ ăðö øýăþ ĈþĄā 0þĂăʿ ôąôāĈă÷øýö ÿāøþā ăþ ă÷ô 

tag is considered as this excerpt. Most times  ĈþĄˑó þýûĈ ĄĂô 

ă÷øĂ ñĄăăþý Ć÷ôý ĈþĄˑāô òāôðăøýö ð ñûþö 0þĂăʿ āðă÷ôā ă÷ðý ð 

Page 

 
Toolbar Toggle  ʕUsed to show or hide the second row of 

formatting buttons on the editor toolbar  

 
Distraction Free Writing   ʕClicking 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  ʕUsed to format the Page text based on the styles 

used by the current Theme  

 
Underline   ʕUnderline your tex t  

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

 
Text color  ʕUse to change the color of text  



 

 

 
Paste as text  ʕCopying 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  

 
Clear formatting   ʕUse this to remove all the formatting (e.g. 

Bold, Underline, text color etc..) from the highlighted text  

 
Special char acter  ʕUsed to insert special characters not 

ôðĂøûĈ ðòòôĂĂøñûô ąøð ă÷ô úôĈñþðāó ˭ô˅ö˅ Ӊʿ ӊʿ Ӌʿ аʿ жʿ š 

etc..)  

 
Decrease indent  ʕRemoves one level of indenting  

 
Increase indent   ʕIndents text by one level  

 
Undo  ʕUndo your last action  

 
Redo  ʕRedo your last action  

 
Keyboard shortcuts  ʕDisplays information about the 

WordPress Visual Editor along with keyboard shortcuts  

 
Visual/Text  ʕSwitches 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 

õþā ă÷þĂô ýþă õðüøûøðā Ćøă÷ (4-, ăðöĂʿ øăˑĂ ýþă 

recommended  



 

 

Switching to the Text Editor  

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  ăðöĂʿ øăˑĂ ýþă āôòþüüôýóôó˅ 

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.  

 

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 

÷øö÷ûøö÷ăôó ăôćă˅ &þā ôćðüÿûôʿ ÷øö÷ûøö÷ăøýö ă÷ô ăôćăʿ ːñþûó ăôćăˑʿ ÿāøþā ăþ 
clicking the Bold ñĄăăþý Ćøûû øýĂôāă ːӖĂăāþýöӗñþûó ăôćăӖˢĂăāþýöӗˑ˅ 

The following editor buttons are available whilst in the Text editor:  

 
Bold  ʕBold text  

 
Italic   ʕItalicise text  



 

 

 
Link   ʕUsed to insert a website link. When the button is 

clicked a pop -up window will a ppear where you type in the 

URL that you would like to link to  

 
Blockquote  ʕUsed as a way of showing a quote. How this 

looks will be entirely dependent on the Theme that your 
site is currently using  

 
Delete  ʕUsed 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  ʕUsed 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  ʕUsed 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   ʕUsed to insert an unordered (bullet point) 

list  

 
Ordered List  ʕUsed to insert an ordered (numbered) list  

 
List Item   ʕUsed to insert a list item into your ordered or 

un -ordered list  

 
Code Uʕsed for indicating a piece of code  

 
More  ʕInserts the More tag into your Page. Most blogs only 

display a small exce āÿă þõ ð 0þĂă ðýó ĈþĄˑāô āôĀĄøāôó ăþ 
òûøòú ă÷ô 0þĂă ăøăûô þā ð ː2ôðó üþāô˅˅˅ˑ ûøýú ăþ òþýăøýĄô 

āôðóøýö ă÷ô āôĂă þõ ă÷ô ðāăøòûô˅ 7÷ôý ĈþĄ øýĂôāă ð ː-þāôˑ 

tag into your Post, everything prior to the tag is considered 

ðĂ ă÷øĂ ôćòôāÿă˅ -þĂă ăøüôĂ ĈþĄˑó þýûĈ ĄĂe this button when 

ĈþĄˑāô òāôðăøýö ð ñûþö 0þĂăʿ āðă÷ôā ă÷ðý ð 0ðöô 



 

 

 
Close Tags  ʕUsed 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  

 
Distraction Free Writing   ʕClicking 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 Format from a list of  radio buttons, similar to the following 

Ăòāôôý˅ )õ ĈþĄā 4÷ôüô óþôĂýˑă ĂĄÿÿþāă 0þĂă &þāüðăĂ ă÷ôý ă÷ô Format panel 

Ćþýˑă ñô óøĂÿûðĈôó˅ 

 

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  ʕTypically styled without a title. Similar to a Facebook note 

update  

 Audio  ʕAn audio file, such as a Podcast  

 Chat  ʕA chat transcript  

 Gallery  ʕA gallery of images. Post will likely contain a gallery shortcode  

and will have image attachments  

 Image  ʕA single image  

 Link   ʕA link to another site  

 Quote  ʕA quotation, most likely contained within a blockquote  

 Status  ʕA short status update, similar to a Twitter status update  

 Video  ʕA single video  

Reviewing Past Revisions  
7÷ôý ĈþĄˑāô ôóøăøýö ĈþĄā 0þĂă þā 0ðöôʿ ă÷ô ýĄüñôā þõ āôvisions for that 
particular Post or Page is shown in the Publish Panel, if you have any.  

Click the Browse link next to Revisions: in the Publish panel to browse through 

the various revisions for the current Post or Page.  

 

Use the slider at the top of the page or click the 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 

and/or d ðāú öāôôýʿ øăˑĂ ÷øö÷ûøö÷ăøýö Ăÿôòøõøò òþýăôýă ă÷ðă ĆðĂ āôüþąôó þā 

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.  

)õ ĈþĄˑó ûøúô ăþ āôĂăþāô ð ÿāôąøþĄĂ āôąøĂøþýʿ òûøòú ă÷ô Restore This Revision 

button.  

 



 

 

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 

-ôóøð ,øñāðāĈ˅ /ýòô ă÷ôĈˑāô Ąÿûþðóôó øýăþ ă÷ô -ôóøð ,øñāðāĈʿ øăˑĂ ð ąôāĈ 

simple matter to insert them into your Page or Post content. In the case of 

files such as Word Documents or 0$&Ăʿ øõ ýôòôĂĂðāĈʿ øăˑĂ ð Ăøüÿûô ÿāþòôĂĂ ăþ 
create links to those files so that people can then download them.  

Inserting an Image  
5Ăøýö ă÷ô 7þāó0āôĂĂ üôóøð üðýðöôāʿ øăˑĂ ôćăāôüôûĈ Ăøüÿûô ăþ øýĂôāăʿ ðûøöý 

and link your individual images and image galleries . 

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

) 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 Select Files ñĄăăþý ðýó ă÷ôý Ăôûôòă ă÷ô õøûô˭Ăˮ ă÷ðă ĈþĄˑó 

like to upload, using the dialog window that is displayed.  

)ăˑĂ ðûĂþ ÿþĂĂøñûô ăþ ĂøüÿûĈ óāðö ĈþĄā øüðöô Ăăāðøö÷ă øýăþ ă÷ô 6øĂĄðû %óøăþāʿ 
rather than clicking the Add Media button.  



 

 

 

.þ üðăăôā Ć÷ôă÷ôā ĈþĄˑąô òlicked the Add Media button or simply dragged 

and dropped your image into the Visual Editor, once your image is uploaded, 
your Media Library is displayed, which contains all your previously uploaded 

øüðöôĂ˅ 4÷ô øüðöô˭Ăˮ ă÷ðă ĈþĄˑąô ùĄĂă Ąÿûþðóôó Ćøûû ñô ðĄtomatically 

ːĂôûôòăôóˑ õþā ôðĂĈ øýĂôāăøþý øýăþ ĈþĄā 0ðöô þā 0þĂă˅ 3ôûôòăôó øüðöôĂ ðāô 
Ă÷þĆý Ćøă÷ ð ːăøòúˑ øòþý øý ă÷ô ăþÿ āøö÷ă òþāýôā þõ ă÷ô øüðöô˅ 

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

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

ĂøüÿûĈ òûøòúøýö þý ă÷ôü˅ 4þ óôĂôûôòă ðý øüðöôʿ òûøòú ă÷ô ːăøòúˑ øý ă÷ô ăþÿ āøö÷ă 

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 

āôòôýă ĄÿûþðóĂ˅ )õ ĈþĄˑó ûøúô ăþ ýðāāþĆ ă÷øĂ ûøĂă óþĆýʿ ðă ă÷ô ăþÿ þõ ă÷ô 

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 Search field 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 

ă÷ô øüðöô Ăøĉô˅ )ăˑĂ ðă ă÷øĂ ÿþøýă ĈþĄ òðý ðûĂþ ò÷ðýöô ă÷ô øüðöô 4øăûôʿ 
Caption, Alt Text  and Description for each image, as well as the Alignment, 

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

 Title  ʕis displayed as a tooltip when the mouse cursor hovers over the 

image in the browser  

 Caption  ʕis 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  

 Alt Text  ʕøĂ óøĂÿûðĈôó Ć÷ôý ă÷ô ñāþĆĂôā òðýˑă āôýóôā ă÷ô øüðöô˅ )ăˑĂ ðûĂþ 

ĄĂôó ñĈ Ăòāôôý āôðóôāĂ õþā ąøĂĄðûûĈ øüÿðøāôó ĄĂôāĂ Ăþ øăˑĂ øüÿþāăðýă ăþ 

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). 

3øýòô Ăôðāò÷ ôýöøýôĂ òðýˑă ːāôðóˑ øüðöôĂ ă÷ôĈ āôûĈ þý ă÷ô !ûă 4ôćă 

 Description  ʕis usually displayed on the attachment page for the media, 

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

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


 

 

 

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 

To óāþÿóþĆý ûøĂă˅ 9þĄ ÷ðąô ă÷ô ò÷þøòô þõ ûøýúøýö ăþ ă÷ô øüðöôˑĂ ðăăðò÷üôýă 

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 

þõ ĈþĄā õøûô ðă ąðāøþĄĂ ĂøĉôĂ˅ 9þĄ òðý ò÷þþĂô Ć÷øò÷ þýô ĈþĄˑó ûøúô ăþ øýĂôāă 
into your Page or Post using the Size dropdown list. To insert the image at 

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



 

 

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

x 225).  

/ýòô ĈþĄˑąô Ăôûôòăôó ðûû ĈþĄā øüðöôĂʿ òûøòú ă÷ô Insert into post  button to insert 

the selected image(s ) into your Post at the current cursor position (when 
editing a Page, this button will say Insert into page).  

)õ ĈþĄˑó ûøúô ăþ ò÷ðýöô ă÷ô þāóôā þõ ĈþĄā øüðöôĂʿ òûøòú ă÷ô Edit Selection link at 

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 er in 

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, 

Alt Text  and Description for each image. To remove one of your selected 
øüðöôĂʿ òûøòú ă÷ô Ăüðûû ː-ˑ ă÷ðă ðÿÿôðāĂ øý ă÷ô ăþÿ āøö÷ă òþāýôā þõ ă÷ô øüðöô 

when you hover your cursor over the tick.  

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


 

 

 

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÷ôý ĈþĄˑāô ôóøăøýö ĈþĄā 0þĂăˢ0ðöôʿ øõ ĈþĄ ĆøĂ÷ ăþ øýĂôāă ðý øüðöô ă÷ðă ĈþĄ 
uploaded earlier (as opposed to uploading a new image), click the Add Media 

button again ( ). Once the pop -up window displays, click the 
Media Library  t ab 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.  

3ôûôòă ă÷ô øüðöô˭Ăˮ ă÷ðă ĈþĄˑó ûøúô ăþ øýĂôāă øýăþ ĈþĄā 0ðöô þā 0þĂă ðýd then 
simply click the Insert into post  ñĄăăþý ˭þā øõ ĈþĄˑāô ôóøăøýö ð 0ðöôʿ ă÷øĂ ñĄăăþý 

will say Insert into page). As mentioned earlier, you can also click the Edit 

Selection ûøýú ðă ă÷ô ñþăăþü þõ ă÷ô ĆøýóþĆ øõ ĈþĄˑó ûøúô ăþ ò÷ðýöô ă÷ô þāóôā 

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 

alignment buttons ( ) you can change the alignment of the 

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

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, 

ôóøă ðýó óôûôăô øòþýĂ üôýăøþýôó ðñþąôʿ ă÷ô øüðöô ðûĂþ óøĂÿûðĈĂ ːāôĂøĉøýö 

÷ðýóûôĂˑ˅ 4÷ôĂô ðāô ă÷ô Ăüðll squares you see around the edge of the image. 

To resize your image, simply click and drag one of the corner resize handles.  

As with any image editing software though, if you try to enlarge a small 

øüðöôʿ øă Ćøûû ăôýó ăþ öôă ĀĄøăô ÿøćôûðăôó˅ )ăˑĂ ðûĆðĈĂ best to insert a large 
image and then resize down.  



 

 

 

After clicking the Edit button ( ) the following pop -up window will 

appear.  



 

 

 

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

link properties:  

 Caption  ʕDisplayed 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   ʕ$øĂÿûðĈôó Ć÷ôý ă÷ô ñāþĆĂôā òðýˑă āôýóôā ă÷ô øüðöô˅ )ăˑĂ 

also used by screen rea óôāĂ õþā ąøĂĄðûûĈ øüÿðøāôó ĄĂôāĂ Ăþ øăˑĂ øüÿþāăðýă 

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). 

3øýòô Ăôðāò÷ ôýöøýôĂ òðýˑă ːāôðóˑ øüðöôĂ ă÷ôĈ āôûĈ þý ă÷ô !lt Text  

 Align   ʕAllows 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  ʕ3ôûôòă ð Ăÿôòøõøò Ăøĉô õāþü ă÷ô óāþÿóþĆý ûøĂă þā Ăôûôòă ː#ĄĂăþü 

3øĉôˑ ðýó ă÷ôý ôýăôā ă÷ô 7øóă÷ ðýó (ôøö÷ă ˭øý ÿøćôûĂˮ øý ă÷ô øýÿĄă õøôûóĂ 

that appear  

 Link To   ʕSelect 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   ʕDisplayed as a tooltip when the mouse cursor 

hovers over the image in the browser  

 Image CSS Class  ʕBy default, WordPres s will assign several CSS Classes 

ăþ ĈþĄā øüðöô˅ )õʿ õþā Ăþüô āôðĂþýʿ ă÷ôāôˑĂ þă÷ôā #33 #ûðĂĂôĂ ă÷ðă ĈþĄˑó 

like to assign to your image then you can add them into this input field  

 Link Rel   ʕDescribes the relationship from the current document to the 

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

on Wikipedia  

 Link CSS Class  ʕIf 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 

üðýøÿĄûðăøþý Ćøă÷ ĈþĄā Ąÿûþðóôó øüðöô˅ 9þĄˑāô ðñûô ăþ āþăðăô ðýó õûøÿ ĈþĄā 

image as well as scale and crop it to different sizes.  

)õ ĈþĄˑó ûøúô ăþ āôÿûðòô ă÷ô øüðöô ôýăøāôûĈʿ click the Replace ñĄăăþý ðýó ĈþĄˑûû 

be shown your Media Library where you can select a new image.  

Once you have updated the image properties, click the Update button to save 

ĈþĄā ò÷ðýöôĂ˅ !ûăôāýðăøąôûĈʿ òûøòú ă÷ô Ăüðûû ːćˑ øý ă÷ô ăþÿ-right of the pop -up 

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 

Image ÿðýôû Ćøûû ñô óøĂÿûðĈôó Ć÷ôý ĈþĄˑāô ôóøăøýö ĈþĄr Page or Post. If 

&ôðăĄāôó )üðöôĂ òðýˑă ñô Ăôă ă÷ôý ă÷øĂ ÿðýôû Ćþýˑă ñô óøĂÿûðĈôó˅ 

 

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.  

"Ĉ óôõðĄûăʿ ĈþĄˑûû ñô Ă÷þĆý ð ûøĂă þõ ă÷ô ÿāôąøþĄĂûĈ Ąÿûþðóôó øüðöôĂ˅ )õ ĈþĄˑó 
like to upload a new image, click on the Upload Files link at the top of the 

pop -Ąÿ ĆøýóþĆ˅ !õăôā òûøòúøýö ă÷ô øüðöô ĈþĄˑó ûøúô ăþ ĄĂô ðĂ ĈþĄā featured 

image you can then update the Title, Caption, Alt Text and Description. To set 

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

chosen image will then appear in the Featured Image panel.  



 

 

 

Insert an Image Gallery  
WordPress has its own simple built -in Image Gallery that allows you to add 

multiple images to a page in one easy step.  

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

). 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 in yo ur gallery or you can simply choose from your 

previously uploaded images.  

"Ĉ óôõðĄûăʿ ĈþĄˑûû ñô Ă÷þĆý ð ûøĂă þõ ĈþĄā ÿāôąøþĄĂûĈ Ąÿûþðóôó øüðöôĂ˅ )õ 
ĈþĄˑó ûøúô ăþ Ąÿûþðó ð ýôĆ øüðöôʿ òûøòú þý ă÷ô Upload Files link at the top of 

the pop -up window.  

Click the Create Gallery link in the left -hand navigation then select the images 

ă÷ðă ĈþĄˑó ûøúô ăþ øýĂôāă øýăþ ĈþĄā öðûûôāĈ˅ 



 

 

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.  

 

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. 
)õ ĈþĄˑó ûøúô ăþ ðóó òðÿăøþýĂ ăþ ĈþĄā øüðöôĂʿ òûøòú ă÷ô ːCaption this image..®. text 

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, 

òûøòú ă÷ô Ăüðûû ː-ˑ ă÷ðă ðÿÿôðāĂ øý ă÷ô ăþÿ āøö÷ă òþāýôā þõ ă÷ô øüðöô Ć÷ôý ĈþĄ 

÷þąôā ĈþĄā òĄāĂþā þąôā ă÷ô ːćˑ˅ 

Since the built -øý öðûûôāĈ øĂ ĀĄøăô Ăøüÿûôʿ ă÷ôāô ðāôýˑă ă÷ðă üðýy options to 

choose from when setting it up.  



 

 

 Link to   ʕThis 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  ʕSpecifies the number of columns to use when displaying your 

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

ðýó ÷þĆ Ćøóô ĈþĄā ÿðöô øĂ˅ )õ ĈþĄ õøýó ă÷ô öðûûôāĈ øĂýˑă óøĂÿûðĈøýö 

properly after ch anging this number you may need to change it to 

another number  

 Random Order  ʕClick this checkbox to display your images in a random 

order  

 Size  ʕSelects 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 

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.  



 

 

 

After clicking the Edit icon you will be shown the sa me pop -up window and 

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 Add Media button ( ). A pop -up win dow will 

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.  

"Ĉ óôõðĄûăʿ ĈþĄˑûû ñô Ă÷þĆý ð ûøĂă þõ ĈþĄā ÿāôąøþĄĂûĈ Ąÿûþðóôó õøûôĂ˅ )õ ĈþĄˑó 
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 Create Audio Playlist link in the left -hand 

navigation. The pop -up window wil l display a list of your audio files.  

Alternatively, to create a video playlist, click the Create Video Playlist link in 

the left -hand navigation. The pop -up window will display a list of your video 

files.  



 

 

 

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.  



 

 

 

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 

ÿûðĈûøĂăʿ òûøòú ă÷ô Ăüðûû ːćˑ ă÷ðă ðÿÿôðāĂ øý ă÷ô ăþÿ āøö÷ă òþāýôā þõ ă÷ô õøûô 

when you hover your cursor over it.  

You can change how your playlist appears in your page by selecti ng which 

øăôüĂ ĈþĄˑó ûøúô ăþ ðÿÿôðā˅ 

When inserting an audio playlist you have the following display settings.  

 Show Tracklist   ʕTicking this checkbox will show a list of all the audio 

files within your playlist  



 

 

 Show Artist Name in Tracklist   ʕTicking this checkbox will show the artists 

name next to each track name  

 Show Images  ʕTicking this checkbox will show any associated audio file 

images  

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

 Show Video List   ʕTicking this checkbox will  show a list of all the video 

files within your playlist  

 Show Images  ʕTicking 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 
exac tly the same as Inserting an Image. Simply click the Add Media button (

). Once the relevant pop -up window displays, perform the 

same steps to upload your file to your site and to insert it into your Page or 

Post.  

When inserting video or audio files, you c an select Embed Media Player from 

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.  

 



 

 

 

 

 

)ăˑĂ āôòþüüôýóôó ă÷ðă ĈþĄ üðúô ĈþĄā õøûôýðüô ːĂôāąôā õāøôýóûĈˑ˅ 

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.txt or 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÷ôý ĈþĄˑāô ôüñôóóøýö ð õøûôʿ ă÷ôāôˑĂ ýþ ýôôó ăþ Ąÿûþðó ă÷ô õøûô ăþ ĈþĄā Ăøăô˅ 

9þĄˑāô ñðĂøòðûûĈ ùĄĂă òāôðăøýö ð ûøýú ăþ ă÷ô õøûôʿ õāþü Ćøă÷øý ĈþĄā þĆý ÿðöô˅ 

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.  

 

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.  



 

 

 

)õ ĈþĄˑó ûøúô ăþ ĂÿôòøõĈ ă÷ô Ćøóă÷ ðýó ÷ôøö÷ăʿ ĈþĄ òðý Ćāðÿ ă÷ô 52, øý ă÷ô 
[embed] shortcode . 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:  

 ˱ôüñôó Ćøóă÷ӓ ˔юяѐ˕ ÷ôøö÷ăӓ ˔ёђѓ˕˲ url  [/embed]  

WordPress will automatically embed content from the following sites:  

 Animoto  

 blip.tv  

 CollegeHumor  

 DailyMotion  

 EmbedArticles  

 Flickr  

 FunnyOrDie.com  

 Hulu  

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/


 

 

 Imgur  

 Instagram  

 iSnare  

 Issuu  

 Kickstarter  

 Meetup.com  

 Mixcloud  

 Photobucket  

 Polldaddy  

 Rdio  

 ReverbNation  

 Scribd  

 SlideShare  

 SmugMug  

 SoundCloud  

 Spotify  

 TED 

 Tumblr  

 Twitter  

 Vimeo  

 Vine  

 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÷ôĈˑāô ðûĂþ ĄĂôó Ć÷ôý ĈþĄ Ćðýă ăþ ðûûþĆ ÿôþÿûô ăþ óþĆýûþðó õøûôĂ õāþü 

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 
ă÷ô ă÷ôüô ĈþĄˑāô òĄāāôýăûĈ ĄĂøýö˅ 

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 (

). 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 
it from a li st.  

 

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



 

 

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

 Link Text   ʕThe text that you highlighted prior to clicking the Insert/edit 

link  button will be automatically displayed  

 Open link in a new window/tab   ʕWhen 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  

!ûăôāýðăøąôûĈʿ øõ ĈþĄˑó ûøúô ăþ ðóó ð ûønk to one of your existing Posts or 
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 Search field 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  
!óóøýö ð ûøýú ăþ üôóøð õøûôĂ ĂĄò÷ ðĂ óþòĄüôýăĂ þā 0$&ˑĂ øĂ ùĄĂă ðĂ ôðĂĈ ðĂ 
adding a standard html link. There are a couple of ways you can go about it.  

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.  

Alternatively, click the Select Files ñĄăăþý ðýó ă÷ôý Ăôûôòă ă÷ô õøûô ă÷ðă ĈþĄˑó 

like to upload, using the dialog window that is  displayed.  

Once your file is uploaded, your Media Library, which contains all your 

ÿāôąøþĄĂûĈ Ąÿûþðóôó õøûôĂʿ øĂ óøĂÿûðĈôó˅ 4÷ô õøûô ă÷ðă ĈþĄˑąô ùĄĂă Ąÿûþðóôó 

Ćøûû ñô ðĄăþüðăøòðûûĈ ːĂôûôòăôóˑ õþā ôðĂĈ øýĂôāăøþý øýăþ ĈþĄā 0ðöô þā 0þĂă˅ 



 

 

 

Update the Title  f or your file. The Title  Ćøûû ñô ĄĂôó õþā ă÷ô ăôćă ûøýú Ć÷ôý øăˑĂ 

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).  

)õ ĈþĄ ÷ðÿÿôý ăþ úýþĆ ă÷ô 52, õþā ă÷ô üôóøð õøûô ă÷ðă ĈþĄˑó ûøúô ăþ ûøýú ăþ þā 

øõ ĈþĄˑó ûøúô ăþ òāôðăô ð link on some existing text, simply click and drag the 

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

the Insert/edit link  button ( ). 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  
4þ ôóøă ðý ÷ăüû ûøýúʿ òûøòú ă÷ô ûøýú Ćøă÷øý ĈþĄā 0ðöôˢ0þĂă ă÷ðă ĈþĄˑó ûøúô ăþ 
edit to display an inline link toolbar.  Once the toolbar appears, click the Edit 

button ( ) to display 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 

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

main Visual Editor toolbar.  

!õăôā ĈþĄˑąô Ąÿóðăôó ă÷ô ûøýú ÿāþÿôāăøôĂʿ òûøòú ă÷ô Update button to save your 

changes.  

 

Removing an HTML Link  
To remove an html link, click the link  Ćøă÷øý ĈþĄā 0ðöôˢ0þĂă ă÷ðă ĈþĄˑó ûøúô 

to remove to display an inline link toolbar. Once the toolbar appears, click 

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  

button ( ) on the main Visual Editor toolbar. If the html link is linking to 



 

 

an uploaded file or i mage, clicking the Unlink  ñĄăăþý Ćþýˑă āôüþąô þā óôûôăô 

that file, it will simply remove the hyperlink.  

 



 

 

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 on the Edit link that 

appears beneath the title when hovering your cursor over each row.  

 

The screen that appears will be exactly the same as the Add New Page/ Add 

New Post Ăòāôôýʿ þýûĈ Ćøă÷ ă÷ô ôćøĂăøýö òþýăôýă óøĂÿûðĈôó˅ 7÷ôý ĈþĄˑąô 

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.  

 

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 Restore and Delete Permanently links appear. Click Delete 

Permanently  to permanently  remove a single Page or Post. Clicking Restore 

will restore the Page or Post.  

 

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 lscreen 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.  

 

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  
Oýòô ĈþĄˑąô ðóóôó ðûû ĈþĄā òþýăôýă ăþ ĈþĄā 0ðöô þā 0þĂă ĈþĄ ÷ðąô ă÷ô þÿăøþý 
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  ðóó üþāô òþýăôýă þā øõ ĈþĄˑāô ĂøüÿûĈ ýþă āôðóĈ 

to publish yet.  

 

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 Status is 

set to Draft but this can be changed by clicking the Edit link just to the right 

of Status: within the Publish panel.  

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

to publication . 

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

You can also change the visibility of the Page by clicking the Edit link just to 

the right of Visibility:  within the Publish panel.  



 

 

 Public  is the default and means the page is viewa ble to all. There is also 

ðý þÿăøþý ăþ üðúô ă÷ô 0þĂă ːĂăøòúĈˑ˅ 3ăøòúĈ ÿþĂăĂ ðāô ÿûðòôó ðă ă÷ô ăþÿ þõ 

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 

ă÷ðă ĈþĄˑó ûøúô ăþ Ăò÷ôóĄûô ĈþĄā 0ðöôˢ0ost to be published. You must also 
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 ory is Uncategorized but this can be easily changed in 

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

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

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

will simply add them to the list of available Categories.  

When you click on the Categories üôýĄ þÿăøþý ĈþĄˑûû ñô Ă÷þĆý ð ûøĂă þõ 

Categories that have already been added along with some blank fields that 

allow you to add a new Category.  



 

 

 

To add a new Category, fill in the blank fields and then click the Add New 

Category button:  

 Name  ʕThe name is how it appears on your site  

 Slug  ʕThe Slug is the URL -õāøôýóûĈ ąôāĂøþý þõ ă÷ô ýðüô˅ )ăˑĂ ĄĂĄðûûĈ ðûû 

lowercase and contains only letters, numbers, and hyphens  

 Parent  ʕCategories, unlike tags, can have a hierarchy. You m ight have a 

Car category, and under that have children categories for Ford, General 



 

 

Motors and Toyota. Totally optional. To create a subcategory, just 

choose another category from the Parent dropdown  

 Description  ʕThe 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  ʕAllows you to edit the Category properties such as Name, Slug, 

Parent and Description  

 Quick Edit   ʕAllows you to quickly edit the Category Name and Slug  

 Delete  ʕDeletes the Category permanently from the list of Categories. 

After clicking Delete you will be prompted to confirm your choice. Click 

OK to delete the Category or Cancel øõ ĈþĄ óþýˑă Ćðýă ăþ óôûôăô øă 

 View   ʕThis 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, 

ĂøüÿûĈ ăøòú ă÷ô ò÷ôòúñþć˭ôĂˮ ýôćă ăþ ă÷ô #ðăôöþāøôĂ ĈþĄˑó ûøúô ăþ ðĂĂøöý ăþ 

the Post.  



 

 

 

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. 

4Ĉÿô ă÷ô ýðüô þõ ă÷ô #ðăôöþāĈ ă÷ðă ĈþĄˑó ûøúô ăþ ðóó øýăþ ă÷ô ôüÿăĈ øýÿĄă 

õøôûó˅ )õ ĈþĄˑó ûøúô ă÷e new Category to have a 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.  



 

 

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 

#ðăôöþāøôĂʿ 4ðöĂ ÷ðąô ýþ ÷øôāðāò÷Ĉʿ üôðýøýö ă÷ôāôˑĂ ýþ āôûðăøþýĂ÷øÿ õāþü 

one Tag to another. Pages cannot be assigned Tags and cannot be associated 

with Categories. You c 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 you click on the Tags üôýĄ þÿăøþý ĈþĄˑûû ñô Ă÷þĆý ð ûøĂă þõ 4ðöĂ ă÷ðă 

have already been added, along with some blank fields t hat allow you to add 
ð ýôĆ 4ðö˅ ! ûøĂă þõ ÿþÿĄûðā 4ðöĂ øĂ ðûĂþ óøĂÿûðĈôó øý ːòûþĄóˑ õþāüðă˅ 4÷ðă øĂʿ 

the Tags are displayed in alphabetical order and the more often a Tag has 
ñôôý ĄĂôóʿ ă÷ô ûðāöôā ă÷ô õþýă øăˑĂ óøĂÿûðĈôó øý˅ 



 

 

 

To add a new Tag, fill in the  blank fields and then click the Add New Tag 

button:  

 Name  ʕThe name is how it appears on your site  

 Slug  ʕThe Slug is the URL -õāøôýóûĈ ąôāĂøþý þõ ă÷ô ýðüô˅ )ăˑĂ ĄĂĄðûûĈ ðûû 

lowercase and contains only letters, numbers, and hyphens  



 

 

 Description  ʕThe 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 beneath t he Tag name.  

 Edit Aʕllows you to edit the Tag properties such as Name, Slug and 

Description  

 Quick Edit   ʕAllows you to quickly edit the Tag Name and Slug  

 Delete  ʕDeletes 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 Tag or Cancel øõ ĈþĄ óþýˑă Ćðýă ăþ óôûôăô øă 

 View   ʕThis 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 next to 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 

ðāô ðāāðýöôó ðûÿ÷ðñôăøòðûûĈ ðýó øý ːòûþĄóˑ õþāüðă˅ 4÷ðă øĂʿ ă÷ô üþāô þõăôý ð 

4ðö ÷ðĂ ñôôý ĄĂôóʿ ă÷ô ûðāöôā ă÷ô õþýă øăˑĂ óøĂÿûðĈôó øý˅ 4þ ðóó ð ÿāôąøþĄĂûĈ 
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 
ă÷ô Ăüðûû ːxˑ øòþý ýôćă ăþ ă÷ô 4ðö ýðüô˅ 



 

 

 



 

 

Media Library  
4÷ô -ôóøð ,øñāðāĈ øĂ Ć÷ôāô ĈþĄ òðý õøýó ðûû ă÷ô õøûôĂ ă÷ðă ĈþĄˑąô Ąÿûþðóôó˅ 

There are two different types of views you can select from when viewing 

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.  

 

 

The List View will display your images similar to how t ÷ôĈˑąô ñôôý óøĂÿûðĈôó 

in previous versions of WordPress, in a list over multiple pages.  



 

 

 

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  ʕAllows you to edit the file properties such as Title, Alt Text, 

Caption and Description. You can also perform some basic image 

manipulation  

 Delete Permanently  ʕDeletes the file permanently from the Media Library  

 View   ʕWill take you to the d isplay page for that file  



 

 

Viewing a File in the Media Library  
The Grid View will display a grid of thumbnail images for each of your media 

õøûôĂ˅ $ôÿôýóøýö þý ă÷ô õøûô ăĈÿôʿ ĈþĄˑûû ôøă÷ôā Ăôô ð ă÷Ąüñýðøû øüðöô õþā ă÷ðă 

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 

ðñøûøăĈ ăþ Ąÿóðăô òôāăðøý ÿāþÿôāăøôĂ˅ )õ ă÷ô õøûô øĂ ðý øüðöôʿ ĈþĄˑûû ðûĂþ Ăôô ð 

larger version of tha t image. For supported audio and video files (M4a, MP4, 

/''ʿ 7ôñ-ʿ &,6ʿ 7-6ʿ -0ѐʿ 7!6 ðýó 7-!ˮ ĈþĄˑûû Ăôô ă÷ô ðÿÿāþÿāøðăô 

üôóøð ÿûðĈôā˅ &þā þă÷ôā õøûô ăĈÿôĂ ĂĄò÷ ðĂ 0$&ˑĂ þā 7þāó $þòĄüôýăĂʿ ă÷ôāô øĂ 

a link to view the attachment page which in turn has a li nk to the actual file.  

 

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 ate 

certain properties. If the file is an image, you'll see a larger version of that 



 

 

image. For supported audio and video files (M4a, MP4, OGG, WebM, FLV, 

7-6ʿ -0ѐʿ 7!6 ðýó 7-!ˮ ĈþĄˑûû Ăôô ă÷ô ðÿÿāþÿāøðăô üôóøð ÿûðĈôā˅ &þā 

þă÷ôā õøûô ăĈÿôĂ ĂĄò÷ ðĂ 0$&ˑĂ þā 7þāó $þòĄüôýăĂʿ ĈþĄˑûû ĂøüÿûĈ Ăôô ă÷ô õøûô 

properties along with a button to view the attachment page which in turn 

has a link to the actual file.  

 

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. 

&þā ĂĄÿÿþāăôó ðĄóøþ ðýó ąøóôþ õøûôĂ ĈþĄˑûû Ăôô ă÷ô ðÿÿāþÿāøðăô üôóøð ÿûðĈôā 

ðýó õþā þă÷ôā õøûô ăĈÿôĂ ĂĄò÷ ðĂ 0$&ˑĂ þā 7þāó $þòĄüôýăĂʿ ĈþĄˑûû Ăôô ð ûøýú ăþ 

the actual file.  



 

 

 

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 click the Add New ñĄăăþý Ć÷ôý ĈþĄˑāô ąøôĆøýö ă÷ô -ôóøð ,øñāðāĈ øý ă÷ô 

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.  

/ýòô ĈþĄā øüðöôĂ þā õøûôĂ ðāô Ąÿûþðóôóʿ ă÷ôĈˑāô ûøĂăôó ñôûþĆ ă÷ô õøûô 
Ąÿûþðóôā˅ )õ ĈþĄˑó like to edit the file properties, click the Edit link next to 

the file.  



 

 

 

If you click the Add New ñĄăăþý Ć÷ôý ĈþĄˑāô ąøôĆøýö ă÷ô -ôóøð ,øñāðāĈ øý ă÷ô 

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.  

/ýòô ĈþĄā øüðöôĂ þā õøûôĂ ðāô Ąÿûþðóôóʿ ă÷ôĈˑāô óøĂÿûðĈôó ñôûþĆ ă÷ô õøûô 

uploader, with the rest of your media.  

 



 

 

 

When uploading files, you can also click the Select Files button and then select 

the files that y þĄˑó ûøúô ăþ Ąÿûþðóʿ ĄĂøýö ă÷ô óøðûþö ĆøýóþĆ ă÷ðă øĂ óøĂÿûðĈôó˅ 

Editing the File Properties  
)õ ĈþĄˑāô ąøôĆøýö ĈþĄā õøûôĂ ĄĂøýö ă÷ô Grid View , simply click on one of your 

üôóøð õøûôĂ ðýó ĈþĄˑûû ñô ÿāôĂôýăôó Ćøă÷ ð ÿþÿ-up window that displays the 

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 

ÿāôąøþĄĂ þā ýôćă øüðöô˅ #ûøòú ă÷ô ːćˑ øý ă÷ô ăþÿ-right of the pop -up win dow to 

return to the media Grid View.  

 

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 

ðõăôā øăˑĂ ùĄĂă ñôôý Ąÿûþðóôóʿ Ćøûû ðûĂþ ðûûþĆ ĈþĄ ăþ ôóøă øăĂ ÿāþÿôāăøôĂ˅ 



 

 

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.  

 

 Title  ʕ!ûă÷þĄö÷ ă÷ô õøôûó øĂýˑă ûðñôûûôóʿ ă÷ô Title  is  the field at the very 

top of the page (when editing the image from the List View). The Title is 

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

the browser  

 Caption  ʕis 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   ʕThis field is only displayed for image files. The 

!ûăôāýðăøąô 4ôćă øĂ óøĂÿûðĈôó Ć÷ôý ă÷ô ñāþĆĂôā òðýˑă āôýóôā ă÷ô øüðöe. 

)ăˑĂ ðûĂþ ĄĂôó ñĈ Ăòāôôý āôðóôāĂ õþā ąøĂĄðûûĈ øüÿðøāôó ĄĂôāĂ 

 Description  ʕ4÷øĂ òþýăôýă øĂ óøĂÿûðĈôó þý ă÷ô õøûôˑĂ ðăăðò÷üôýă ÿðöô 

 Metadata - Artist   ʕThis field is only displayed for audio files. It allows you 

to specify the recording artist  

 Metadata - Album   ʕThis 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 

Ăøüÿûô üðýøÿĄûðăøþý Ćøă÷ ĈþĄā Ąÿûþðóôó øüðöôĂ˅ 9þĄˑāô ðñûô ăþ āþăðăô ðýó 

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.  



 

 

 

If y ou click the Edit Image  button whilst using the List View, your page will 

look slightly different to the above Grid View . As well as the image editing 

ăþþûĂʿ ĈþĄˑûû ðûĂþ Ăôô ă÷ô ÿāþÿôāăøôĂ þõ ă÷ô õøûô ĂĄò÷ ðĂ ă÷ô õøûô Ăøĉô ðýó 
dimensions. You can also stil l update the Caption, Alternative Text  and 

Description. 



 

 

 

.þ üðăăôā Ć÷ðă ąøôĆ ĈþĄˑāô ĄĂøýöʿ ùĄĂă ðñþąô ă÷ô øüðöô ĈþĄˑûû õøýó ă÷ô 

following image editing buttons:  

 

Crop  ʕClick on the image and drag the selection box to the 

Ăøĉô ă÷ðă ĈþĄˑó ûøúô ă÷ô øüðöô òropped. Click the Crop 

button to crop the image to the new size  

 

Rotate counter-clockwise   ʕRotate the image 90° counter -

clockwise  



 

 

 

Rotate clockwise  ʕRotate the image 90° clockwise  

 

Flip vertically   ʕFlip the image vertically  

 

Flip horizontally   ʕFlip the image horizontally  

 

Undo  ʕUndo the last change  

 

Redo  ʕRedo 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 Scale button. For best 

results, scaling should be done before performing any other operations like 

òāþÿÿøýöʿ õûøÿÿøýö þā āþăðăøýö ă÷ô øüðöô˅ )ăˑĂ øüÿþāăðýă ăþ ýþăô ă÷ðă øüðöôĂ 

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 Ąˑó ûøúô 
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 c 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 in the 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 Save button to save your changes.  

Click the Update button to return to the main Med ia Library page.  

)õ ĈþĄˑó ûøúô ăþ āôąôāă ñðòú ăþ ĈþĄā þāøöøýðû øüðöôʿ òûøòú ă÷ô Edit Image  button 

again to return to the image editor. A new Restore Original Image  link is 

displayed just below the Scale Image link. 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 on the  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.  

After  you click the Delete Permanently ûøýú øý ôøă÷ôā ąøôĆʿ ĈþĄˑûû ñô ÿāþüÿăôó 

with a confirmation message.  












































































































