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User Guide toWordpress

Introduction

The aim of this document is to provide a simple and straightforward guide to key aspects of
Wordpress which will allowthe ease of updatingnd maintairing the content of the
yourpractice.can.au website.

Some knowledge of using a word package and moving around &welseris assumed.
This guide shows how to create aedit pagesin Wordpress2.9 or above Ony the keyessentials

arepresented Any further informationcan be found on th&Vordpresswebpageat
http://codex.Wordpressorg.

All support pages and this guide can be found on the Wellsites Support website:
http://wellsites.info/.



http://codex.wordpress.org/
http://wellsites.info/

How to Login in to the Administration P anel

When the website is saip, a logina password and a link the Administration paneWill be
emailed Theadministrationlink is usuallyocated atwww.yourpracticename.comau/wp-admin
This will provide th&Vordpresdogin window below

@WORDPRESS

Username

Your Username

Fassword

| Your Password

O rermermber Me

Lost wour password?

Click here to log in

Figl: Login Window

Dashboard

Once logged in, theain administration window ipresentedcalled the Dashboard.


http://www.yourpracticename.com.au/wp-admin

Your Practice Name  visit sit=

£t Dashboard @ Dashboard
£ Posts Right Now
@y Media At a Glance

2 Links 1 Post 1 Comment

E 6 pages 1 &pproved

Pages

2c 1 Category 0 Pending
D 0 Tags 0O Spam

ADP Mee Therme yellow_rose Change Theme

!{4 Plugins “fou are using WordPress 2.8,
#‘f_‘\ Users

T} Tools

Settings

Fig2 Dashboard

A: Dashboard menu bar
B: Click orLog Outo logout
C Click onvisit Site will display yourpracticeo.auwebsite.

TheDashboard menu bar is fixed asdown on everyWordpresanenupage. Logging out or
viewingyourpracticeco.auwebsite can be donat 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 everygmsgemenu item
listed will provide options thavill allow thecreaton, addtion, and modificatiorof web pages and
images. This document will cover only the key menu itefrRages and Mediadick on any item e.g.
Pages, a list of available options is providelick orPages again, th@enu collapses

E This is a summary of yourpractice.auwebste. How many pagelseen created how many are
published and viewed by the outside world, and how many are in draft fo(amdy viewedwithin
the administration window).

Pages

98% of the work will be dathrough thePagesmenu Wheher it is to modify carent content, add
new text to current page or even create a new webpage.



anna | Turbo | Lag Cut

Your Practice Name

Secreen Options v Help

&1 Dashboard Edit Pages

Search Pages
; all (10) | Published (6) | Scheduled (0) | Pending Review (2) | Drafts (2) | Privats (0)
5 Posts

Bulk Actions % | Apply

Media
O Title Author Date
[ AboutUs exarmple 2009/05/07
Fublished
Edit
Add New [0 Appointment Request - Pending example 2009/05/07
© Comments EI Quick Edit | Delete | Preview Last Modified
O [ed this pags oY Therapist - Draft exarmple 2009/05/21
Last Modified
Appearance
» [J News - pending example 2009/06/02
£ Plugins Last Modified
4 Usars ] Our Services exarnple 2009/05/07
- Fublished
Td Tocls
Settings [ Testimonials - Draft exarmple 2009/05/07
Last Modified
O FaQ exarmple 2008/05/07
Fublished
[ — Prices exarmple 2009/05/07
Published
inks esources example 2009/05/07
Links & R I /05
Published
[J Contact Us example 2009/05/07
Published
[ Title Author Date

Bulk Actions % | Apply

http: fwellsites. com. aufexamplewp-admin/page. php?action=edit&post=26

Fig3: Page Menu

Move the cursor down to th®agesbutton and select
91 OK LJ 3S O2NNBalLRyRa

. Alist of the current pages will be shown.

gSoLI IS 2y @@ 2 dzNLING

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

As the cursor moves over a patijée, a submenu is displayed, which allows the pagetoedited,
deleted or previewed.

Modifying Text in a P age

To modify a page, scralbwn thepage menu and select the relevant page that requires editing.

Slect theedit button. This brings up the edit page.

é..

{



anna | Turbo | Log Out

Your Practice Name wvsitzite

{8} Dashboard

& Posts

B Media
Library
Add Mew

& Links

Edit
Add Mew

) Comments

Appearance
£5 Plugins

&, Users

Th Tools
Settings

-] Edit Page

Complementary Therapist

Permalink: http://wellsites.com.au/example/complementary -therapist/ [ Edit

Upload/Insert
B| 7| & = 113

A

m

B
=
[S]
m
)
i
[

Format -
We have website designs suitable for the following allied health professionals:

* natural therapies

® alternative therapists

* complementary therapies
* hypnotherapy

* homeopathy

* massage

® acupuncture

o TCM

® massage therapy

® aromatherapy

the web page

® anergy healing
® alexander technique

Wisual

Modify,Delete, Add text to

Sereen Optians © Help

publish () ®)

Save Draft Previen
Status: Draﬂi:\
visibility: Public Edit A
] Publish immediately Edit L

@

Attributes
Parent

Main Page (no parent) +

You can arrange your pages in hierarchies,
far example you could have 2n "About”
page that has "Life Story” and "My Dog”
pages under it. There are no limits to how
deeply nested you can make pages.

Order

a

Pages are usually ardered alphabetically,

o taichi but you can put & numbsr abovs to change

"""" the order pages appear in. [We know this is
5 little janky, itll be better in future
relesses.)

If cur websites don’t mest your requirements pleass contact us & we would love to discuss how we can help you.

Website Designs

Fig4: Edit Page

Modifying the text is very easinsure the/isualbutton isselected.Simply start typing oediting
within the main window.

The HTML button is for users who are faanilvith the web language of HTML and wish to write
their own formatting code.

In Visual mode he Formatting Bafvery 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 tRablish Menwn the right hand sie of the page (A). The
changes can be previewed within the web browser by clickingremiew(b). Thepage can either
be saved iDraft format (dick on c) or actually published and maaieilable on the website by
clicking orPublish(d).



Save Draft Presview

Status: Draft \
Wizibility: Public @

[] Publish immediately Edit @

Fig5: Publish Menu

Publish @ @
/

Formatting Bar

The formating bar within the page is very similar to most text editors. If only a single row of the
formatting bar is shown, click on theon at the end of that row (position @nd the full formattng
bar will be displayed. Click again the icon the format bar will réurn to a single row.

9@0@@0@@0 @@@@E visual | HTML

B | I s = = =2~ .
Paragraph -

kG, @@ § DOV ® & &

Fig6: Formatting menu bar

To change the format, use the cursor to select a wardentence or even a whole area. Then click
on therelevant button within the format bar to change the format.

a: Bold
b : Italic

: Strikethrough: Used most often to denote a correction or change from the originalEexwoeng

o

o

: Bulleted List
e : Numbered List

: Blockquote: Indents a paragraph both right and left. This will look different dependingtbpon
KSYSQsheeta G & S

cn —h

: Paragraph Alignment: Left,

«



h : Paragraph Alignment Center
i : Paragraph AlignmemRight

] : Link/Unlink: For adding or removing a wieyperlink. The icons are grayed out until text is
highlighted.

k:a2NB ¢ 3Y LyasSNihbtéthep&gd 62NR daz2NBé

| :Spellcheck Toggle: Turns the spellichecker on and off. When on, misspelled words are underlined
in red.

m: This expands the text bog the entire screen. Only the text and the formattimgnubar are
shown. Once the changes have been completed, select this box again and it meniniEeedit
page once gain.

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

O@O@O@@OO 0I00[00,

B I EE é .....

= r—1 | [3]| .....

Paragraph

® '@QCJ DOV ® @ &

P: Formatting Listt  This provides a dredown list of additionaformatting styles such as Headings,
that can be used to format text.

Upload/Insert Yisual

B| 7| |i=]i=]

|Paragraph | u =
~

Format

I
B
(&F
R

¥ Paragraph
Adidress

Preformatted

Heading 1
Heading 2 v

Path: p
Word count: 0

Fig7: Formatting list

Q: Underline text
R Align the text in full

S Pull down menu for fontolours The default is black.

10



T: Copyand-Paste Plain TexXtlipboard with T icor) Click on this icon when pasting plain text,
such as text from a web pag®o the page

Copyand-Paste MS Word Tektlipboard with a W icor) 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 bepasted intothe page

U: Undo anyformatting
V: Insert embedded media

W: Special character palette to inserta special character, such as a fgrecharacterfinancial or
math symbol

X: Indentor outdent text
Y: Redo or undo a command

Z Help button

Adding a New Page

Click on thePagesnenu bag selectAddy S ¢ LI 3S® ¢ KS LI IS gAtt 227
except that it is empty.

11
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i) Your Practice Name  visitsite ST SRE | T | e B

Sereen Options Help

{i} Dashboard ﬂ Add New Page
# poss Add Your Page Title Here @ pubish
3 Media Save Draft Preview
& Links Status; Draft £dit @

Upload/Insert m wisual o .

— visibility: Public Edit
== (== =
Tar B 7 s DI w4 EEE = ¥ |- 3 =% @ =1 Publish immediately Edit
Add New |

) Comments m
p— Add your content here Attributes
£# Plugins Parent
&, Users Main Page (no parent) ¥
Th Tools You can arrange your pages in hierarchies,

Path p for example you could have an “About”
Settings page that has “Lifs Story” and "My Dog®

g
Word count; 0 pages under it. Thers ars no limits to how
deeply nested you can make pages
Custom Fields Order

Add new custom field: 0

Name value Fages are usually ardered alphshetically,

but you can put & number above ta change
the order pages appear in. (e know this is
s little janky, it'l be better in future
releases.)

Add Custom Field

Custom fislds can be used to add sxtrs metadats to 5 post that you can use in vour theme,

Discussion

allow Comments
allow Pings

Fig8: Add Page

Enter the title of the web page at the top (position A). The gihitered here will be the titleiewed
on the navigation menu of the website.

Start typing and formattinghe pages contenin 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 navigatienu. To change the order of
where the page should be placedtorcreate the page as a submenu, thelues are set within the
Attribute menu (E). This will be discussed in more detail in the section conc&weiitigg Hierarchies
of Pages

At any point you can save the paigedraft format or publishit to the website. In draft format, the
page can only be viewedlithin the dashboard administratiomindow. Once pulikhed, the page will
appear on yourpractice.co.au website. For both draft and publish, the preview button (D) can be
selected topreviewthe page within the web browser.

Setting Order of How Pages Appear

Pages are usually ordered alphabeticallthin the main navigation menu bar of the website. Pages
Sty 68 LIXFOSR Ay | ALBOATAO 2NRSNE o068 d&Ay3
d I RR ¢ ifIvidadnew page).

12
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Ful-M AboutUs | Our Services | FAQ | Links & Resources

Welcome

Fig9: Website navigation bar

In the aboveexample the intention is to movethe & / 2 y (1 ¢ Olieisplayed afterd h dzNJ

{ SNBAOSa¢ d

D2 (G2 GKS tl3Sa YSydzd {StSOG GKS a/2yidlOG | a¢ LI
hand side of the page is the Attributes menu. Since this is théetad menu, the Parent should

remain asMain Page

The next attribute i©rder. Here is where the order is defined. The numbering goes from O ..
upwards. If the page is to be placed first, the order should 0, if it is to be placed third, then the
numbershould be 2 (0, 1 ,2) etc. In this cade Contact Us page will be placed as fouttim
along. Change the setting of the order to 3. Go to the Publish menu and preview the changes.

Attributes

Parent

Main Page (no parent) »

You can arrange your pages in hierarchies,
for exarmple vou could have an “Abaout”
page that has “Life Story® and "My Dog”
pages under it, There are no limits to how
deeply nested vou can make pages,

Order

3

Pages are usually ordered alphabetically,
but vou can put a number above to change
the order pages appear in. (We know this is
a little janky, itll be better in future
releases.)

Fig10: Specify order

13



Thesame method obrdering isdonewhether 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 plbes co
be listed.

Attributes

Parent

{Main Page (no parenti®

Main Page (no parent) | hierarchies,
About Us g an “About”

Qur Services and "My Dag”

no limits to how
Prices ke pages,

Links & Resources
|
Contact Us

o

Pages are usually ordered alphabetically,
but vou can put a number above to change
the order pages appear in. {We lknow this is
a little janky, it’'ll be better in future
releases.)

Fig1l: 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 menhis listsall the pages currently on the websitkny pagehat
appears as a submenu on the website is listed underneath the parent and indented. The page on
Prices will be found under the FAQ pagfrices is known as a child page.

To add a chilghage scroll down the list and select the page that the child shbelghlaced under.
Examplecreate web pages Treatment 1 and Treatment2 to appear as submenus of Our Services.

Add a new pageEnter thetitle Treatmnetl for TreatmentlUnder attributes menu, ensure that Our
Services is selected. Save and publish the vege Do the same for Treatment2.

14



Screen Op

Add New Page

Treatment 2 unlich

Save Draft
Permalink: http://wellsites.com.au/example/fpage_id=76 | Change Permalinks

Status; Draft Edit
Upload/Insert [m] B J9 #% Yisual  HTML
Wisibility: Public Edit

[ Publish immediately Edit

Attributes

Parent

Main Page (no parent) s it
About Us ea

Our Services and
Treatment 1 k no |
Links & Resources ke |
FAQ
Prices
Contact Us

Fig12: Createa submenu

Click on Previewor Visik9i S (12 @A S ¢ (i QB Sedvias tiva sutSndenus sr&RrBwI o
displayed. Again if the ordererds to changed, use the Orderforce theorder of the sub menus.

Home | AboutUs lv | Links & Resources | FAQ | ContactUs

Treatment 1 {;_,,)
o ur Se rvi Treatment 2

Providing individual, couples and family counseling.

Treatment specialization includes:

Fig13: Viewsubmenus

Quick Edit

If allthat isrequired tobe changed ishe parent hierarchy or the ordering, the quick edit on the
pages menu will suffice.

15



Fig14: Quick Edit

Go to thepagesmenu, seleckdit. Scroll to the page to be altered, selgetick 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 wHarished

Delete a Page

O«

/| t AOQRRY tal 3S¢ 2y (KS 5FakKoz2FNR® tflFOS GKS
automatically appears. Click GiRASHb delete the page.

dzNA 2
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