How to Post, Add Pages, Images & Links, and Arrange Your Sidebar
on Your Blog

A Step by Step Guide on how to:

* login to your Dashboard

* addapost

* add apage

* edita postorapage

* add and organize links

* add and arrange widgets on your sidebar
* insertaimages

on your Wordpress platform based blog.

The guide starts out with Blog Vocabulary and the Difference between a Post and a Page in a Blog.
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Difference between POSTS & PAGES
(from WordPress Support)
http://en.support.wordpress.com/post-vs-page/

| Posts

Posts are listed in reverse chronological order on the blog home page
or on the posts page if you have set one in Settings > Reading. If you
have created any sticky posts, those will appear before the other
posts. Posts can be found in the Archives, Categories, Recent Posts,
and other widgets. Posts are also displayed in the RSS feed of the
blog. You can control how many posts are displayed at a time in the
Reading Settings. The URL for a post includes the date the post was
published like this: http: //blogname.wordpress.com/2008/11
/30/post-title/

Pages

Pages are static and are not listed by date. Pages do not use tags or
categories. An About page is the classic example. Pages are
displayed in the sidebar using the Pages widget, and some themes
display pages in tabs at the top of the blog. If you have 50 pages and
you use the Pages widget, then all pages will be listed all the time.
The URL for a page looks like this:
http://blogname.wordpress.com/page-title/
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Login to your Dashboard

After you click “login” on your blog (usually the link is located on the bottom of your SideBar,
(‘Search)

Recent Posts
s Hello world!

Recent Comments
s Mr WordPress on Hello world!

Blogroll
= MJGDS Main Site

Archives

= August 2010

Categories
» Uncategorized

Meta /
= Login
» Entries RSS

» Comments RSS
s WordPress.org

you will be directed to the following screen. Enter your Username and Password given to you by your
administrator/ webmaster.

@WORDPRESS

Username

firstname.lastnam

Password

your/password

o ——

[_]Remember Me

Lost your password?
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The Dashboard

Once logged in, you will be taken automatically to your Dashboard.
This is where you will make any changes to your blog.

‘\ﬂ/ Music Blog e Tiitle of; Blog click{linkqwillalwaysitake)you|backitoisee)publiciview, New Post v | Howdy, jeanine.hoff | Log Out
Screen Options Help
&} Dashboard v » Dashboard s The Dashboard|is)whereyou add/&edit: pages;and| posts.
Dashboard You haveitobe logged initoithe Dashboardtoimake changes. Clic tlogin® er“SiteAdminr
My Sites Right Now inSidebarto; get backito)Dashboarduickpress
esnet St Content Discussion Title
# Posts i R Upload/insert (5] & 53 &3 Click|here to create a
1 Page 1 Approved Content NEW POS]T
(54 Media g
1 Category O Pending
@ Links 0O Tags O Spam
[E] Pages
= Theme Twenty Ten with 6 Widgets Change Theme Tags
(] Comments
Akismet blocks spam from getting to your blog, but there's nothing in your spam queue Save Draft Reset m
=] Appearance at the moment.
R Users Storage Space Recent Drafts
T} Tools 10MB Space Allowed OMB (0%) Space Used
‘7 § WordPress Blog
[27] Settings

Recent Comments
Other WordPress News

Mr WordPress on Hello world! #
Hi, this is a comment.To delete a comment, just log in and view the post's
comments. There you will have ...
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All About Posts

Take a look at the left sidebar of your Dashboard for “Posts”. Click on the upside down triangle next to
“Posts” in order to see more options.

{5} Dashboard

s~ Posts
Posts v
Add New

Categories
Post Tags

Media

& Links

[E] Pages

(%)) Music Blog Al Al POSTS

@ pashboard v | {5 Dashboard
Dashboard

My Sites Right Now Click<5Rostsrtojseejalllyourwritten)(published
& draft) postslisted

Akismet Stats iy
Discussion

% y . 1 Commeat
s Posts Click-~Add Newr if'\you'want-to,create a new
ge t . 1 Approvéa/
Posts p»g-sA—
Add New 1 Category O Pending
Categories w- Click: uﬁateggj@_ﬂ iffyourwantitoadd/oreditia
Post Tags ost.categony
Theme Twentyp'?en wim'gﬂ?e*(s- Change Theme
5 Media
@;}) Links Akismet blocks spam from getting to your blog, but there's nothing in your spam queue
at the moment.
[D Pages
Rigiis Storage Space
Add New 10MB Space Allowed OoMB (0%) Space Used

LJ Comments
Recent Comments

Eul Appearance From Mr WordPress on Hello world! #

& Users Hi, this is a comment.To delete a comment, just log in and view the post's
comments. There you will have ...
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All About Pages

Take a look at the left sidebar of your Dashboard for “Pages”. Click on the upside down triangle next to
“Pages” in order to see more options.

{a} Dashboard
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@ Links
Pages v
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i Click™*Add/New" if\you wantito/create @ new

(/) Comments page
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lE0l Appearance From Mr WordPress on Hello world! #

& Users Hi, this is a comment.To delete a comment, just log in and view the post's
= comments. There you will have ...
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4 Steps to Writing a POST

\ﬂ; Music Blog

Posts. v Howdy, jeanine.hoff | Log Out

§ Dutbourd -» Add New Post 4 Sezps i Widing @ FeST 4, Publish or Update Po t

# ross * HiEnterTitle of Post™ here

Posts R S St Save Draft Preview
Add New
Categories Upload/insert [ & Visual Status: Draft Edit
Post Tags Visibility: Public Edit
B I &= AR = ™ Publish immediately Edit
) Media
k 2. Enter the body of post (text & embedded media) here How 1o Tsn [ unisn

Categories

() Comments

(

. All Categories  Most Used
3. Creat.@ Or QheCk N L
T offf post category

AL
T eers Word count: 0 h]g rg
Tl Tools

1Y) Settings Excerpt

Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more about manu.

add|categony/title here = Add New Cateqory

Send Trackbacks

Send trackbacks to: — Parent Category — |
Add New Category

(Separate multiole URLs with spaces)

4 Steps to Writing a PAGE

\‘;‘! Music B]Og

4 Szps o Wilis & New RAGE e
2 Dashboard L Add New Page 4 R bl h |
ublish er'Up rage
 rous 1 Enter "Rage Title" Here =
Posts - Save Draft

Preview

Categories

Upload/insert [ & 2 Visual Ll
Post Tags Visibility: Public Edit
S Media B L jlas L= LEfLcc ||| | @)= " Publish immediately Edit
& Links Yrash
O Paees = 2. Enter Body of Page (text & embedded media) here ———
= 3. Choose “Page Attribute” if page is a “Parent Page*
(will appear as link in Top Navigation Bar) m—
e ora “Child Page” (will appear’as drop down menu)

= o
17) Settings Custom Fields

Need help? Use the Help¥ab in the upper right
Add New Custom Field:

If\you wan @&Q be “parent* page...leave as/(ne;parent),
iflyou want/pageitobe uchild® page... €lickion trianglejand’ and choose
underwhich parentip pageyou want thlS page;to) appear»®

Name

$&t featured image
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Editing a Post or Page

If you are in need of editing an already published post/page or a draft post/page, in the sidebar of you
dashboard, click “Posts” or “Pages”.

\\Y Music Blog , (Glickqon/“Postsylinjorderitojseellistiof/ALL YOUrpOSts
Dashboard v/~ POSLS | AddNew
£ Posts All Published
Posts Bulk Actions > | Apply Show all dates ~| View all categories >| | Filter
ey ) Title Author Categories
Categories
Post J.M‘; ] Hello world! library Uncategorized
m~— : Edit | Quick Edit | Trash | View
S . Title ‘ Author Categories
# Links
Page: Bulk Actions | | Apply
. Pages <
v Moyve yourmouse over postititie.
Edit: || Quick Edit: | Trash | View will appear;
4 Comments G_!_LC_L(_ OJJ uE_d_Lt""
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Add and Organize Links

Take a look at the left sidebar of your Dashboard for “Links”. Click on the upside down triangle next to
“Links” in order to see more options.

{a} Dashboard

s~ Posts

Media

& Links v
Links

Add New

Link Categories

[C] Pages
W) i . e

W) Music Blog AddinglRd®rganizingllinks]
i} Dashboard 72} Dashboard

¥ Posts Right Now

Media Coielick “Links™to see a listiof/allsyourlinks

@ Links 1 Post 1 Comment

Links / Click“Add Newrtoadd/a new/linksto yourlist
Add New 1 Category O Pending

Link Categories . " : o PP p
I Caegor e —_ TGi Gk Ll Nk Categories toadd or'edit link categories

Pages
Theme Twenty Ten with 6 Widgets Change Theme

CJ) Comments

Akismet blocks spam from getting to your blog, but there's nothing in your spam queue
at the moment.

(6] Appearance

& Users Storage Space

T} Tools 10MB Space Allowed oMB (0%) Space Used

[27] Settings
Recent Comments

From Mr WordPress on Hello world! #
Hi, this is a comment.To delete a comment, just log in and view the post's
comments. There you will have ...
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4 Steps to Adding a Link

\ﬁ:\, Music Blog Ad d ) €dit Links v | Howdy, jeanine.hoff | Log Out
4 Sizps @ Ackling A Linlk
4 Dashboard 7~ Add New Link
 Posts Name Save
2 Media weosmansie 1. [Enter|Link itle
Keep this link private
& Links - Example: Nifty blogging software
Links
Add New Web Address
muws/menisss.ore 2. [ENter/Link Address), \URL alwaysstarts outwith http:///
B Tages Example: http://wordpeess.ong/ — don't forget the hetp:// 5
L/ Comments
Deseription 4. (Click¢Add/a)Link
5 Appearance
o This will be shown when someone hovers over the link in the blogroll, or optionally below the link.
Tools
i1 Settings Categories
A usgeries oo 3, AsSign 017Add) Link:Category
Most Used

+ Add New Category

Add and Arrange Widgets in your SideBar.

Each widget represents a different TITLE in Your SideBar.

) Music Blog A9 end Arremging WAIGSES [ Youp SHGsBar < o e s

Screen Options Help.

(& Dashboard o Widgets " ’
o g These are the Widgets in thejorder/they,
: = appearionjyouriSideBar: Each\Widgetirepresents
Available Widgets A e N W) Nl mmats) Stk e RS T Ao/ Primary Widget Area v

b a TITILE on theSideBar i

L;g Media Drag widgets from here to a sidebar on the right to activate them. Drag widgets back here to deactivate them and

= delete their settings. The primary widget area
@& Links

Links Akismet Archives Search

Add New Akismet A monthly archive of your site’s posts

Link Categories Recent Posts

(] Pages Calendar Categories
© Comments A calendar of your site’s posts A list or dropdown of categories Recent Comments

Custom Menu Links Archives

Appearance v

e :s:":hsx:«;dvgwc;gl:‘add one of your custom Your blogroll CL\_Q tJl@ title bAa_f (fgﬂe)/ DAQ)S‘)

= overitosthe Widget area. Categories

idgets Meta SO SELs BALS I s S
Menus o : Wi u Dropwheninjthe conmect
C:ILC_K ~Agp,g‘_fxa_ﬂ§~' UJE.Q \ *«Ld.gg.t_sj in/out, admin, feed and Worder Meta

Background ks S\

Header
A Users Pages QQD."E 9,e.£ ELQ @I’ EME.@JnyAVngﬁi#ls

It contains you

L
e Your ste's wordpresep S aINS \YOUrLOgIn LINK T cyi.c;a% S e U2l el (9

[25) Settings
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Widgets in your Dashboard > Widgets in your Blog SideBar

Primary Widget Area v

(Search )
The primary widget area
Recent Posts
Search = Hello world!
Recent Comments
Recent Posts = Mr WordPress on Hello world!

Archives
= August 2010

Recent Comments

Archives Categories
= Uncategorized

Categories Meta

= Site Admin

Meta = Log out
Entries RSS
= Comments RSS

= WordPress.org
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Inserting an Image

In order to insert an image into a blog post or page, add or edit a post (or page). Make sure you insert
your cursor at the point in your post (or page) you want the image to appear.

-~ Add New Post
Upload/insert = &L 3 O Visual
B 7 & = “ E =E = = ||| D ||

Click<onthis rectangleinorder'toadd animage

Path: p

Word count: 0

From Computer From URL Media Library

Add media files from your computer

Choose files to upload Select Files

Maximum upload file size: 3MB
You are using the Flash uploader. Problems? Try the Browser uploader instead.

After a file has been uploaded, you carfadd titles and descriptions.

ClickiSelect{Files
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Select file(s) to upload by mjgds.org
< » ) (3 m! | &3 august T] Q
¥ DEVICES Name & Date Mocfied
B, Silvia Tolisanc's Com « Abitur 1986.jpg.Jpg Yesterday
2 HardDisk « campfire by captpiper.jpg 8/3/10
“ Christopher Columbus Jpg Yesterday
SHARED “ Class of 2022 Jpg Yesterday
B langwitches = w Creating Visuals For Learning.png 8/7/10
¥ PLACES « dightal portfolios visuals.jpg 7/31/10
[ Desitop * map.jpg 8/3/10
& sivia [« mirror.jpg 8/3/10
A\ Applications « Multiple cho 8/3/10
JJ Music 2] owi-eyes.ng 8/7/10
T w paperstack.jpg 8/3/10
B Prures w gquestion mark.jpg 8/3/10
B Movies * Raleigh Mills School 1912 byhistoric bea Yesterday
w report-card.jpg 8/3/10
SEARCH FOR * weather-vane.jpg Yesterday
- Today - fi .
e — Browse, Selectiand|@penithelimagelfile) /et
- Past Week  Wrap.jpg 8/3/10
(] ANl Images w wunderlampe.jpg 8/3/10

L] Al Movies
Ll Al Decuments

MEDIA

ﬂ Music
58 Photos
‘ Movies

{_Cancel ) { "Open |

The image will be uploaded to the Media Library of your blog. Make sure that the image is not too large.
Itis a good idea to resize larger images (that came directly from your digital camera) BEFORE you
upload them to your blog.

Add an Image X

Alternate Text

Alt text for the image, e.g. “The Mona Lisa"
scrolldownithewindow

Caption /1IN
Description
€no
Link URL http://mjgds.org/clas,
None File UR

Enter a link U@ or click abovd for prese
Alignment ) = None O Left O
Size O Thumbnail Medium ® Full Size

(150 x 150) (189 x 288)

Insert into Post Use as featured image Delete

Clickson “Inserntinto Post”

Save all changes

«»(
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