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User Guide to Wordpress 

 

Introduction  
 

The aim of this document is to provide a simple and straightforward guide to key aspects of 

Wordpress, which will allow the ease of updating and maintaining the content of the 

yourpractice.com.au website. 

Some knowledge of using a word package and moving around a web browser is assumed. 

This guide shows how to create and edit pages in Wordpress 2.9 or above. Only the key essentials 
are presented.  Any further information can be found on the Wordpress webpage at 
http://codex.Wordpress.org. 
 
All support pages and this guide can be found on the Wellsites Support website: 
http://wellsites.info/. 
 
  

http://codex.wordpress.org/
http://wellsites.info/
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How to Login in to the Administration P anel 
 

When the website is set-up, a login, a password and a link to the Administration panel will be 

emailed.  The administration link is usually located at www.yourpracticename.com.au/wp-admin.  

This will provide the Wordpress login window below: 

 

Fig 1: Login Window 

 

Dashboard  
 

Once logged in, the main administration window is presented called the Dashboard.   

http://www.yourpracticename.com.au/wp-admin
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Fig 2 Dashboard 

A:   Dashboard menu bar 

B:  Click on Log Out to log out 

C: Click on Visit Site, will display yourpractice.co.au website. 

The Dashboard menu bar is fixed and shown on every Wordpress menu page.  Logging out or 

viewing yourpractice.co.au website can be done at any point, without having to go searching 

through previous menu items. 

D:  This is the main navigation menu. Again this is fixed and shown on every page.  Each menu item 

listed will provide options that will allow the creation, addition, and modification of web pages and 

images. This document will cover only the key menu items ς Pages and Media.  Click on any item e.g. 

Pages, a list of available options is provided. Click on Pages again, the menu collapses. 

E:  This is a summary of yourpractice.co.au website. How many pages been created, how many are 

published and viewed by the outside world, and how many are in draft format (only viewed within 

the administration window). 

Pages 
 

98% of the work will be done through the Pages menu. Whether it is to modify current content, add 

new text to current page or even create a new webpage. 



7 
 

 

 

Fig 3: Page Menu 

Move the cursor down to the Pages button and select.  A list of the current pages will be shown.  

9ŀŎƘ ǇŀƎŜ ŎƻǊǊŜǎǇƻƴŘǎ ǘƻ ŀ ǿŜōǇŀƎŜ ƻƴ άȅƻǳǊǇǊŀŎǘƛŎŜΦŎƻΦŀǳέ ƴŀǾƛƎŀǘƛƻƴ ōŀǊΦ ¢ƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ 

this page states the author and whether or not it is in draft format or published, date created. 

As the cursor moves over a page title, a sub-menu is displayed, which allows the page to be edited, 

deleted or previewed.  

 

Modifying Text in a P age 
 

To modify a page, scroll down the page menu and select the relevant page that requires editing. 

Select the edit button. This brings up the edit page. 
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Fig 4: Edit Page 

 

Modifying the text is very easy. Ensure the Visual button is selected. Simply start typing or editing 

within the main window.   

The HTML button is for users who are familiar with the web language of HTML and wish to write 

their own formatting code.   

In Visual mode, the Formatting Bar (very similar to Microsoft Word) will allow the user to add 

headings, paragraphs etc and to format the text as required. 

When the changes are done, go to the Publish Menu on the right hand side of the page (A).  The 

changes can be previewed within the web browser by clicking on Preview (b).  The page can either 

be saved in Draft format (click on c) or actually published and made available on the website by 

clicking on Publish (d). 
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Fig 5: Publish Menu 

  

Formatting Bar  

 

The formatting bar within the page is very similar to most text editors.  If only a single row of the 

formatting bar is shown, click on the icon at the end of that row (position n) and the full formatting 

bar will be displayed. Click again on the icon, the format bar will return to a single row. 

 

 

Fig 6: Formatting menu bar 

To change the format, use the cursor to select a word, a sentence or even a whole area. Then click 

on the relevant button within the format bar to change the format. 

a: Bold  

b : Italic 

c : Strikethrough: Used most often to denote a correction or change from the original text. E.g wrong 

d : Bulleted List 

e : Numbered List 

f : Blockquote: Indents a paragraph both right and left. This will look different depending upon the 

ǘƘŜƳŜΩǎ ǎǘȅƭŜ sheet. 

g : Paragraph Alignment: Left,  
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h : Paragraph Alignment Center 

i : Paragraph Alignment Right 

j : Link/Unlink: For adding or removing a web hyperlink. The icons are grayed out until text is 

highlighted. 

k :aƻǊŜ ¢ŀƎΥ LƴǎŜǊǘǎ ǘƘŜ ǿƻǊŘ άaƻǊŜέ  into the page.  

l :Spell check Toggle: Turns the spellchecker on and off. When on, misspelled words are underlined 

in red.  

m: This expands the text box to the entire screen. Only the text and the formatting menu bar are 

shown. Once the changes have been completed, select this box again and it minimizes to the edit 

page once gain. 

n: Expanded Menu Bar τ Click on this icon to show (or hide) the second row of icons.  

 

 
 
 
P: Formatting List τ This provides a drop-down list of additional formatting styles, such as Headings, 

that can be used to format text. 

 
Fig 7: Formatting list 

 
Q: Underline text 

R: Align the text in full 

S: Pull down menu for font colours. The default is black. 
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T: Copy-and-Paste Plain Text (clipboard with T icon) τ Click on this icon when pasting plain text, 

such as text from a web page into the page. 

Copy-and-Paste MS Word Text (clipboard with a W icon) τ Click this icon when pasting text that was 

original written in Microsoft Word to avoid  the custom editing code and characters that MS Word 

uses to be pasted into the page.  

U : Undo any formatting 

V: Insert embedded media  

W: Special character palette τto insert a special character, such as a foreign character, financial or 

math symbol. 

X: Indent or outdent text 

Y: Redo or undo a command 

Z: Help button 

 

Adding a New Page 
 

Click on the Pages menu bar, select Add ƴŜǿ ǇŀƎŜΦ ¢ƘŜ ǇŀƎŜ ǿƛƭƭ ƭƻƻƪ ŜȄŀŎǘƭȅ ƭƛƪŜ ǘƘŜ άŜŘƛǘ ǇŀƎŜέΣ 

except that it is empty. 
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Fig 8: Add Page 

Enter the title of the web page at the top (position A). The title entered here will be the title viewed 

on the navigation menu of the website. 

Start typing and formatting the pages content in the main window (B). The formatting menu bar (C) 

is identical to the bar in the edit page. 

By default the page will be placed within the main website navigation menu. To change the order of 

where the page should be placed or to create the page as a submenu, the values are set within the 

Attribute menu (E). This will be discussed in more detail in the section concerning Setting Hierarchies 

of Pages. 

At any point you can save the page in draft format or publish it to the website.  In draft format, the 

page can only be viewed within the dashboard administration window. Once published, the page will 

appear on yourpractice.co.au website.  For both draft and publish, the preview button (D) can be 

selected to preview the page within the web browser. 

 

Setting Order of How Pages Appear  
 

Pages are usually ordered alphabetically within the main navigation menu bar of the website.  Pages 

Ŏŀƴ ōŜ ǇƭŀŎŜŘ ƛƴ ŀ ǎǇŜŎƛŦƛŎ ƻǊŘŜǊΣ ōȅ ǳǎƛƴƎ ǘƘŜ ŀǘǘǊƛōǳǘŜ ƳŜƴǳ ōǳǘǘƻƴ ǿƛǘƘƛƴ ŜƛǘƘŜǊ άŜŘƛǘ ǇŀƎŜέ ƻǊ 

άŀŘŘ ǇŀƎŜέ όif it is a new page). 
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Fig 9: Website navigation bar 

 

In the above example, the intention is to move  the ά/ƻƴǘŀŎǘ ¦ǎέ ǘƻ  be displayed after  άhǳǊ 

{ŜǊǾƛŎŜǎέΦ 

Dƻ ǘƻ ǘƘŜ tŀƎŜǎ ƳŜƴǳΦ {ŜƭŜŎǘ ǘƘŜ ά/ƻƴǘŀŎǘ ¦ǎέ ǇŀƎŜ ŀƴŘ ŎƘƻƻǎŜ άŜŘƛǘέΦ hƴ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǊƛƎƘǘ 

hand side of the page is the Attributes menu. Since this is the top level menu, the Parent should 

remain as Main Page. 

The next attribute is Order.  Here is where the order is defined. The numbering goes from 0 .. 

upwards.  If the page is to be placed first, the order should 0, if it is to be placed third, then the 

number should be 2 ( 0, 1 ,2) etc. In this case, the Contact Us page will be placed as fourth item 

along. Change the setting of the order to 3. Go to the Publish menu and preview the changes.  

 

Fig 10: Specify order 
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The same method of ordering is done whether the webpages are placed horizontally ( as in the main 

navigation menu) or vertically ( as with submenus.) 

 

Setting Hierarchies of P ages 
 

Submenus for any page can be easily created. There are no limits to how deeply nested pages could 

be listed. 

 

Fig 11: Setting submenu 

Select edit page or add new page. On the right hand side at the bottom is the Attributes menu.  

Under Parent is a pull down menu. This lists all the pages currently on the website. Any page that 

appears as a submenu on the website is listed underneath the parent and indented. The page on 

Prices will be found under the FAQ page.  άPricesέ is known as a child page. 

To add a child page, scroll down the list and select the page that the child should be placed under. 

Example, create web pages Treatment 1 and Treatment2 to appear as submenus of Our Services. 

Add a new page.  Enter the title Treatmnet1 for Treatment1.Under attributes menu, ensure that Our 

Services is selected. Save and publish the web page. Do the same for Treatment2. 
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Fig 12: Create a submenu 

 

Click on Preview or Visit SƛǘŜ ǘƻ ǾƛŜǿ ǘƘŜ ǿŜōǎƛǘŜΦ ¦ƴŘŜǊ άOur Servicesέ, two sub menus are now 

displayed. Again if the order needs to changed, use the Order to force the order of the sub menus. 

 

Fig 13: View submenus 

 

Quick Edit  
 

If all that is required to be changed is the parent hierarchy or the ordering, the quick edit on the 

pages menu will suffice. 
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Fig 14: Quick Edit 

 

Go to the pages menu, select edit. Scroll to the page to be altered, select quick edit. A mini menu 

will be shown within the pages menu.  On the right hand side, will be the parent drop down menu 

and the order button. Click on update page when finished. 

 

Delete a Page 
 

/ƭƛŎƪ ƻƴ ά9Řƛǘ tŀƎŜέ ƻƴ ǘƘŜ 5ŀǎƘōƻŀǊŘΦ tƭŀŎŜ ǘƘŜ ŎǳǊǎƻǊ ƻǾŜǊ ǘƘŜ ǇŀƎŜ ǘƻ ōŜ ŘŜƭŜǘŜŘΣ ǎǳōƳŜƴǳ 

automatically appears. Click on TRASH to delete the page. 




















