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Wordpress Administrator Access

The following are instructions for accessing the administration area of your
site. This is where new posts can be created and the existing posts can be
edited, as well as changing other settings, such as adding links and changing
the appearance of the site.

Log in address to administer your Wordpress site:

http://www.your-domain-name/blog/wp-login.php

The above web address will display the login box; here you enter the
username and password that were assigned to you:

@WORDPRESS

Username

Password

O] rermember Me m

Lost vour password?
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Once you have successfully logged in, the following screen will display.

S . - - B B Mew Post ¥ | Howdy, ! _ | Log Out
/’\ Screen Options Help
|
{2} Dashboard | v Dashboard
Dashboard
Updates Right Now QuickPress
Content Discussion Title
s# Posts
1 Post 1 Comment Upload/Insert [= B0 3 3
T
Media 7 Pages 1 Approved Content o
@ﬁ) Links 1 Category 0 Pending 4
Pages 0 Tags O Spam
3=
— Tags
L) Comments Theme Feed Me, Seymour with 1 Change Theme
widget Save Draft Reset m
Appearance You are using WordPress 3.1.

To create a new post, or edit an existing post, you must click the “Posts”
button, shown on the graphic below.

»

m

‘l . - ) . - 1 Mew Post v Howdy, . - | Log Qut

/\ Screen Options Help
|
i} Dashboard | v Dashboard
Dashboard
Updates Right Now QuickPress
Content Discussion Title
1 Post 1 Comment Upload/Insert = EH B &
7 Pages 1 Approved Content -

Click “Add New" to create and add content to a new post.

»

m

| = ' Search Engines Blocked New Post ¥ | Howdy, | Log Out
Screen Options Help
ﬁj DaShboard "?-IJ POSI-S @
. e . P Search Posts
All (1) | Published (1]
;? Posts v
Posts Bulk Actions EI Apply Show all dates Iz‘ View all categories Iz‘ Filter Ifl
Add New
[ Title Author Categories Tags ] Date Thumbnail
Categories
] = i
Post Tags [ Hello world! Steve Uncategorized No Tags 2011/02/ None
26
Media Published
é@ Links [ Title Author Categories Tags [ Date Thumbnail
| [ Pages
Bulk Actions El Apply

CJ) Comments
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The image below shows which content belongs in which box. It also has an
arrow pointing to the “*add image” icon. Once you have added the content
you require, you may preview the post by clicking the “Preview” button. If
you are satisfied with the content and would like the post to appear on your
website, click the “Publish” button.

'glﬂi' Search Engines Blocked Posts v Howdy, | Log Out
Screen Options Help

g Dashboard 57 Add New Post

# Posts Your Post Title Here R

Posts i ) ) ) _ _ Sawve Draft
Permalink: http://gs90.inmaotionhosting.com/~mmplyo5/?p=56
Add New =

Change Permalinks .
Status: Draft Edit

m

Categories Upload/Insert Visual

Post Tags g 1sua Visibility: Public Edit

Medi B || I || |i= |3 ] Publish immediately Edit

25 Media

2 Links Your content here. If you'd like to add an image, click the small

& rectangle next to "Upload/Insert”| Mowve to Trash @
Pages

CJ) Comments Categories

_ All Categories Most Used
Appearance

[[] Uncategorized
Themes

Widgets

The next series of images are examples of what you may see when you click
the “add image” icon.

This graphic displays first, you will use this panel (or “tab”) to choose an image
from your computer. This will upload images into your image library; these
images will be available for insertion into your current as well as your later
POSTS.

Add an Image

! From Computer ) From URL Media Library

Add media files from your computer

Choose files to upload Select Files

Maximum upload file size: 128MB

You are using the Flash uploader. Problems? Try the Browser uploader instead.

After a file has been uploaded, you can add titles and descriptions.
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This graphic depicts the next tab, where you will be able to add an image
from another web site; a “URL" is what is commonly referred to as a “full web
address”. Once you have inserted the necessary information, click “Insert into
Post”.

Add an Image

From Computer \ From URLY Media Library

Add media file from URL

Insert an image from another web site

Image URL ¥ http :ffwww.pchelp2u.comfimagestogoOnIy.pnng’

Image Title * name of the image

Alternate Text  PChelp2U logol
Alt text for the image, e.g. "The Mona Lisa”™

Image Caption

Alignment @ ™ None Left © ™ Center © ="Right

Link Image To:

None Link to image
Enter a fink URL or click above for presets.

Insert into Post

This graphic displays the contents of the “Media Library” tab. Here you can
show the details of any image contained in this library, as well as edit some
details, such as the display name of the image. Once changes have been
made, click the “Save all changes” button.

Add an Image

From Computer From URL

Search Media
&ll Types | Images

Show all dates[=] | Filter »

i backgroundi.gif

i background.gif Show
i background1.gif Show
- background.gif Show

bg_logo_address.gif Show

Save all changes
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These graphic displays the extended options that are available when the
“show"” button is clicked. If you wish to edit particular image details, they may
be entered in the text boxes, if you wish to have a link attached to the
image; you can type directly in the “Link URL” box. The “File URL" button will fill
that line in automatically with a link to the image; the “Post URL"” button will fill
it in automatically with a link to the current post. To add the image to the
post, click the “Insert into Post” button.

Add an Image
From Computer From URL Media Library ot
Search Media
all Types | Images (5
Show all dates =] | Filter =
background1l.gif Hide
_ File name: background1.gif E
File type: image/aif
Upload date: March 1, 2011
Dimensions: 2000 = 400
Edit Image
Title * Add Your Title Here
Alternate Text Add text for search engines to know what the image is
Alt text for the image, e.g. "The Mona Lisa”™
Caption
Description Description of the image b
Link URL
File URL Post URL
i 1 or click above for presets. i
Alignment @ ™ None © ==Left © = cCenter © -Right
—
Size ) Thumbnail @ Medium ) Large @ Full Size
e (150 % 150) (300 % 60) (800 % 159) (2000 % 400)
Use as featured image Delete
i background.gif Show
= backgroundi.gif Show
- background.gif Show
bg_logo_address.gif Show
! Save all changes ) | 4
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