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WordPress Website Manual

What is WordPress ?

@) WORDPRESS

WordPress is a content management system (CMS) which simply put enables people who are not
particularly savvy in the area of website creation and code, to manage the creation, modification and
removal of content from a web site without needing the expertise of a Webmaster. The advantage of
WordPress over other types of website creation methods is that it is free and easy to use/update.

Many people tend to use WordPress for Blogging. Blogging is the practice of keeping an online journal.
Examples of types of blogs are: travel blogs which chronicle people’s trips, cooking blogs which describe
recipes people try, personal blogs where people talk about their lives, and organisation blogs where
organisations may provide information about their work and their activities. Although WordPress was
originally conceived for the purpose of blogging, it is now commonly used for websites. Especially by
NGOs because it is free and easy to use.

What Kinds of sites can WordPress make?

Word press can make websites or blogs. A website is composed of static pages (pages where the
content does not change significantly) and posts pages (pages where the content is updated and
changed often and significantly). A website is usually comprised of pages such as About us, Contact us,
Our work, these pages may be updated every so often but are always available from a menu on the
homepage. A blog only has posts pages. A blog is like an online diary where someone writes
stories/thoughts/essays etc on a regular basis. The old content is archived by month and the newest
story is shows on the home page.

Some examples of sites on WordPress are:

www.idfbamenda.wordpress.com - Integrated Development Foundation Website

www.ayabatennisclub.wordpress.com — Ayaba Tennis Club Website

www.paulinustenniscoach.wordpress.com — Paulinus Personal Tennis Website

www.beneaththemosquitonet.wordpress.com — Caroline and Greg Spira’s Blog

These sites can give you an idea of the possibilities of what websites and blogs can look like. On
www.wordpress.com, you can see other sites as well for ideas.

3|Page
Created by Catherine Shih (June 2011)


http://www.idfbamenda.wordpress.com/
http://www.ayabatennisclub.wordpress.com/
http://www.paulinustenniscoach.wordpress.com/
http://www.beneaththemosquitonet.wordpress.com/
http://www.wordpress.com/

Using WordPress to Make a Website — a User’s Manual

Creating a WordPress Account

In order to set up a WordPress website you must set up a WordPress account and have an email
address. If you don’t have an email address then | recommend you go to gmail and set one up first.
www.gmail.com click on sign up now and gmail will take you through the steps to sign up for an email
address. If you need an email address to link to a site and you want them both to have To do this, you
can go to www.wordpress.com. Click on the Get started here button or the sign up now button.

Username Log " . .
L [ — bl Once you have set up your site, in the

gm WORDPRESS.COM future you log in using these boxes

J Subscribe

A better way Freshly
to blog. Pressed:

Click on Get started here to set up a

blog or website

v posis, 339,596 San Francisco throug
& 86,330,851 words clouds

com

Learn more or sign up now

,
Iurmi .

Figure 1 — Log onto Wordpress or Sign up

Once you have clicked on the get started here you will be taken to a form that asks you for information
including the blog address of your desired site, a password and your email address. Word press will be
able to tell you automatically if the name you want is available.

WordPress will also give you the option of paying for the name if you do not wish to have a domain
name including WordPress in it (ie. www.name.wordpress.com vs www.name.com). WordPress is

flexible because should you wish to purchase your domain name at a later time it permits you to do this.
Domain names with WordPress in them are all free of charge.

Make sure you select a blog address that is pertinent to what you are doing with the blog or website. It
is also useful to chose an easy to remember username and password.

Once you have already signed up for an account, you can easily add additional addresses to your
account. For example, the Integrated Development Foundation has both a French and English blog
which is managed under one account www.idfbamenda.Wordpress.com and
www.idfbamendafr.wordpress.com. So if you already know you need multiple addresses, don’t worry
about setting them all up separately, just register once and then you can add more sites on as you go.
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Get your own WordPress.com account in seconds

Blog Address

Don't worry. vou can chanoss th

Write in the name here that you
want. Wordpress will tell you right
away if it is available. Click on the
, blue arrow for other options for

.wordpress.com a

domain names keeping in mind you
may need to pay for some of them.

Choose a username (name to be used
at the login), password and an email
address. Wordpress will tell you
automatically if you password is
strong or weak.

Password Confirm

E-mail Address

Figure 2 — Sign up for a WordPress Account

Once you have submitted the information, WordPress will send your email address (the email you
inputted in the form) an email with a code to activate your site. It should arrive no longer than 30
minutes after you type in your information and submit it. Usually it is instantaneous.

Extra line breaks in this message were removed.
rom: WordPress.com [donotreply @wordpress.com]
bo: ailingshih@gmail.com

C
Jubject:

Sent: Mon 06/06/2011 11:13

[WordPress.com] Activate http://catherineailingshih.wordpress.com/

Howdy,

Thank you for signing up with WordPress.com.

You are one step away from blogging at catherineailingshih.wordpress.com. Click on the link in your email to
Please click this link to activate your blog: 5 A X
automatically activate your site and
http://signup.wordpress.com/activate/fd93b57abf896f43 <
Th wordpress account.
--The WordPress.com Team

(If clicking the link in this message does not work, copy and paste it into the address bar of your
browser.)

Figure 3 — Activate your account
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Once you have activated your account, you will be automatically brought into the Dashboard of your

site. The dashboard is where you can write new posts and new pages and where you can control all the

settings and features of your site. Once you have content published online, the dashboard will also

show you statistics of visitors, in addition to comments and messages received by those visitors. On the
top of the dashboard, the is a menu with the following: My Account, My blog, Blog Info, Suscribe and
Add new. If you click on the arrows besides these words, a drop down box will appear and you can

access other options. To set up your blog initially, you will not need to use these as you can access all
the features through the dashboard. However to log out of your blog you can click on My Account and

select log out.

My Blog « m Blog Info « Subscribe +  Add New »
@ catherineailingshih

'*‘ My Account »

f¥ Dashboard

Home A

Blog Surfer [F 1 DaShboard

My Comments

Readomattic Welcome to WordPress.com!
Tag Surfer

R You are now in your blog's “dashboard™ where you can write
i new posts and control lots of important settings and features. =" ™
Akismet Stats

Your dashboard address is only visible to you and it's at:

My Blogs PR : ;
w g catherineailingshih.wordpress.comiwp-admin/

My Subscriptions
Need help getting started? Visit our zero-to-hero quide
Upgrades

Figure 4 - Dashboard

Have any technical questions? Qur documentation pages are red. sitheugh sicking wp & wsed o

P Posts open 2417 m—

5 Media

{‘,;"; Links ,‘,,‘ | awe one of thees in the amk

] Pages

CJ Comments

= Feedbacks g0 '
Polls
Ratings WordPress.com announcement: New Theme: Vertigo

Right Now |

ook, this & Deautfsl camers and deserves (o be used

Recent Dvafs

Keyboard shartcuts are

OVE yOur Oa Y

Introduction to the WordPress.cor

This movie requires Adobe Flash f

Congratulations! You now have a WordPress account and can start setting up your website/blog.

Setting up your Website

Login to your Website

If you have logged out of WordPress you will need to log in again. To Login to your website you will
need to sign in. Go to www.WordPress .com. You will only need to sign in once and then check the box

called “remember me” and it will automatically log you in the future.
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|Q WordPress.com — Get a Free Blog Here

Usemame I Password Log In Remember me Lostyour p:

\T“, W'ORDPRESS.COf\’i Language: English |T|

Figure 5 — Login to WordPress

Once you have typed in your username and password you may click on login and it will bring up the page
as seen in Figure 6.

|f;) WordPress.com — Your Blogging Home | |

B vy Account My Blog

@, WORDPRESS.CQN{ Language: EI"Ig”Sh |T|

Figure 6 — WordPress page after login

The two tabs at the top of the page on the left (My Account and My Blog) provide you access to your
website as well as to setting and account information. As in Figure 7 you can see the drop down options

D |

MNew QuickPress Post

for My Account and My Blog.

Edit My Profile

Read Freshly Pressed m—

Read Posts | Like Dashboard <::|

Track My Comments

New Post
Global Dashboard Blog Stats
Get Support Manage Commenis
Log Out Read Blog

Figure 7 - My Account and My Blog drop down menus options
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In order to access the website you will need to select Dashboard from the My Blog drop down menu, as
indicated by the arrow in Figure 7. Once you have opened your Dashboard you will be able to set up
your website theme, manage features, create new pages, edit existing pages and insert new photos and
information.

Selecting a Theme
The first step to setting up your site is to select a theme. This can be done by clicking on Themes, which

B8 Appearance <+ Click on the arrow beside theme, if
you do not see all the options.

Themes
Widgets \
Misniis Click on Themes in order to select a

theme for your website.

Extras

iPad
Background
Header

Theme Options
Typekit Fonts
Edit CSS

Figure 8 — The Appearance Tab

is an option under the Appearance tab on the left side of the dashboard (see Figure 8).

What is a theme?

Simply put, a WordPress theme allows you to customize the way a WordPress blog or website looks.
Some people might refer to such a thing as a skin. WordPress themes can and usually do affect the look
of your site/blog, but that’s not all they do.

A skin is usually considered something that would only control things like the color, layout, and
typography of the information on a website. WordPress themes control those things, but they also have
the ability to control which information is displayed. In other words, you don’t just use your theme to
show a blog post or web page in a certain typeface with a certain background color, you use the theme
to control whether your home page shows an excerpt of each post or the whole post, or whether the
date the post was written shows up underneath the title, or a hundred other similar things.
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¥ catherineailingshih Howdy, catherine

51| Manage Themes
Shows you the default theme

Current Theme <

7 MistyLook by Sadish that your site currently is using,

and the specific features related

Widgets | Menus | Extras | iPad | Background | Header | Theme Options | Typekit Fonts | Edit CSY
Tags: custom-header, two-columns, fixed-width, rti-language-support, white, light, right-sidebal o aenu. cus! to that theme'

i : craft, nature, clean, dreamy, faded, light

ed | Premium | Friends of WP.com Search _E

Refresh

Figure 9 — Themes page

WordPress sets a default theme for your website and blog initially. So when you open the theme page
you will see a random current theme identified (see Figure 9). In order to change the theme you should
first decide what type of site you want then do an advanced search to filter the relevant themes for your
site.

For more information on each theme you can visit http://theme.wordpress.com/themes/, this link

provides information such as the width and height information of the templates along with additional
comments from users of various templates.

How should you choose a theme?

Changing themes is not as easy as pressing a button, so you should really start with a few basic
guestions about the goals of your WordPress site or blog:

e Are you using WordPress for only blogging or an entire website? The more complicated your site
design and functionality, the more robust and flexible you'll need the theme to be.

e How does the theme reflect your brand or personality? Some themes have a very fixed look and
feel which can only be tweaked with complex code. Other themes, are extremely flexible in both
style and functionality.

e Can the theme enable your site to change and grow along with you and your goals? Again, you’ll
want something flexible enough for future growth.

You also want to be asking a few questions related to the theme itself:

e What kind of support does the theme developer offer? This is one of the main differences
between free and premium WordPress themes.
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e How flexible is the Page layout? Does it allow you to have 2 columns on single posts and one
column on your about Page? This will be more important if your designing a website and not just
a blog that’s added to an existing site.

e Who else is using the theme? How are they using it? What industries do they represent?

Browse Themes

Random | A-Z | Popular | Recently Added | Premium | Friends of WP.com
Theme filters
Colors ] Black ] Blue
Green [F] Orange
Red 1 Silver
] Yellow [] Dark
Columns One Column [F] Two Columns
Left Sidebar [”] Right Sidebar
Width | Fixed Width ] Flexible Width

Features

1| Blavatar

] Custom Menu

Featured Image Header

Sticky Post

Apply Filters Close filters

s [Fomn |

[F] Custom Background

[ Editor Style

Full Width Template

[] Theme Options

—

Figure 10 — Feature Filter for Themes

| Brown

7] Pink

] Tan

] Light

Three Columns

] Custom Colors
Front Page Posting
Microformats

| Translation Ready

[ Gray
[ Purple

[F] white

L Four Columns

[] Custom Header

] Featured Images

Post Formats

RTL Language Support

Search

Click on Feature Filter to limit
your search to certain

Check the box next to the
filter you want to apply
and then click refesh.

Choosing filters

If you want to make a website rather than a blog you will need to apply filters. You will want a theme
which offers One Column, Fixed Width, Custom Header and Custom Menu. These filters will ensure the
theme you select will be amenable to making a website with static pages. If you are making a blog then
you have more flexibility, and any filters will depend on the style of the blog you want.

e Colors: give you the control over the dominant colors of your website or blog (not really
necessary for filtering)

e Columns: the number of columns gives you the number of areas where you can have unique
posts, pages. A website static page is one column. If you have a typical blog you will have Two
columns where the second column may give a list of links to past posts and a search box.

e Width: Fixed width is best for websites as you do not want the page width to change from page
to page. Blogs can be flexible.

e Features: Custom Header let you select the picture you may want for your header, custom menu

lets you decide what links the menu bar contains.

Once you have selected your filters you can click on the refresh button and WordPress will pull up all the
themes which meet your criteria. You can see on Figure 11, that WordPress will highlight the relevant
information you have identified.
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If you find a theme you would like to use, you will click on the Activate button below the theme name.

e
£Bemch WentPress theme
E Cammie Darce Helgn Galaxbes Lose Weight
o
Mystique zBench Day Dream
Activate | Preview Activate | Preview Activate | Preview
Packed with six layout options, six color Aclean, feature-packed, light-gray coloured Anarrow one column theme with four color
schemes, a spot for you to link te four popular design with multiple layouts, slick looking schemes and custom header support
social network profiles, and support for aside, search boxin the header and a smooth
image, and quote post formats, Mystique can flowing easy to navigate dropdown menu Tags: custom-colors, SRR, blue,
meet the needs of many types of blogs. fixed-width, one-column, rt-lanquage-
Further customize the design by adding a Tags: gray, white, dark, light, one-column, support, white, light, theme-options Y-
custom header and background. two-columns, three-columns, left-sidebar, post, translation-ready, custom-background,
right-sidebar, two-columns, fixed=width, right- custom-menu, announcement, blog,
Tags: light, white, green, blue, red, pink, sidebar, white, fixed-width, lifestream, bright, clean, dreamy, light
purple, two-columns, three-columns, one- custom-menu, tti-lanquage-support, light,
column, fixed-width, right-sidebar, |eft- sticky-post, translation-ready, custom-
sidebar, custom-background, custom-colors, background, theme-options, full-width- WordPress identified those
, custom-menu, featured- template, blog, clean, faded, futuristic, . .
images, full-width-template, post-formats, minimal, modern, tech pages W|th the f||ters you
t, theme-options, rtl-lanquage- ) )
R R e R P e i selected, see highlights.

Figure 11 — Search page with filters applied

Once you have activated the theme you want to use you will be brought back to the main theme page
and it will display your current theme (see Figure 9).

Tips for new sites

e Inorder to get a better idea of how your site will look with a specific theme, create a Page, a
Post and install a few sidebar widgets. This will provide some content to see the theme wrapped
around.

e If you're a complete beginner, look at a 5-6 previews of free themes to get an idea what
elements of your site will change with a theme. This way, even if you end up buying a premium
theme, you'll be better educated about what you like and what you don’t like.

e Colors can be changed, so don’t focus on that. Instead, focus on the overall layout — where
elements are placed on each Page.

e Once you install a theme, look at archives, multi-post pages, single-post pages too see how the
layout changes.

e If you're not sure if blogging is for you, start with a serviceable free theme. Focus on writing
posts instead of getting bogged down with theme choices.
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Setting up a Custom Header

If your theme has the feature of a Custom Header you can upload the image you would like to be the
header for your website. Under the appearance tab on the left side of your screen you can access
Header.

=2 Appearance

Themes

Msnis Click on Header in order to customize

Extras

a header for your website.

iPad

Background
Header
Theme Options
Typekit Fonts
Edit CSS

Figure 12 — The Appearance Tab - Header

The header of your website will be displayed at the top of the page on each page/post of your site. In
order for the header to be well displayed you should use Paint to pre-set the size of your image to the
size WordPress will permit it to be. On the Custom header page, you will see after the Upload Image the
size in pixels that your header may be (See Figure 13). Once you have your image set to that size exactly
in paint, upload it to WordPress.

Once you have uploaded the picture, WordPress will show you an image of the header and any cropping
it may be necessary to do. If WordPress shows you that it must crop your image and it is no longer how
you wish it to appear. Return to your image in Paint and make any adjusting changes to the size, then
re-upload it.

Some headers may also permit Text to be added. It is recommended not to include text using the
WordPress text function on the custom header page (not shown in figure 13, only shows up in certain
themes). The easiest way to put text into your header is to use Paint to put the text in where you would
like it and then save it as part of the image.
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"Qﬂ catherineai]ings}ﬂh Howdy, catherineailingshih
Help
= Custom Header
Preview
Upload Image You can upload a custom header image to be shown at the top of your site instead of the default one. On the next screen you will be able to crop the image.
Images of exactly 760 x 190 pixels vifsmes i
Choose an image from your computer WordPress identified the size
Browse... -
of the header you can upload.
Remove image This will remove the header image. You will not be able to rs  customizations.
Remove Header Image .
Browse for the image you
Reset Image This will restore the original header image. You will not be able to restore any customizations
want to set as your header.
Restore Original Header Image
Figure 13 — Setting up a Custom Header

Setting a Static Homepage for your Website

By default, WordPress will have set up an “About” page on your website. This page can be accessed by
clicking on Pages on the left menu, see Figure 14 below. The Pages screen will show you all the pages
that exist in your site and also gives you the option of adding new pages.

i} Dashboard @ catherineailingshih Howdy, catherineailingshih

To add new pages click here Screen Options v | Help

Upgrades

|§__’ Pages AddNew

¥ Posts Search Pages

All (1) | Published (1
7 Media
— Bulk Actions v | Filter 1item
7 Links
B Pages Author Stats @ Date

catherineailingshih nnﬂ 5 hours ago
Published

All Pages
Add New

) Comments O Title Author Stats @ Date

j Feedbacks Bulk Actions ~ | Apply 1item

&) Polls
B Scroll over the page name to see

& Ratinas

Figure 14 — Accessing your Pages in WordPress

editing options.

To set up a homepage you will want to add whatever content you desire into your “About” page or you
may choose to rename it. For the sake of clarity, you may wish to rename the page Home or Welcome
to X’s Website. Be aware that the name of the page will show up at the top of the webpage when you

open the site.
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When you scroll your mouse over the name of the page you will see some options appear including:
Edit, Quick Edit, Delete. The difference between Edit and Quick Edit is that Quick Edit does not let you
change the content of the page, it only lets you alter page features and specifics.

In Quick Edit you can change the following:

e Title: The title of your page (this title is how you can refer to your page using other features of
WordPress)

e Slug: this is the end part of your page’s wordpress address, if no parent is specified the page’s
address is www.NAME.wordpress.com/slug

e Date: date of edit

e Password or private: these give you the option of protecting your page for only certain people to
access

e Parent: The default is to have a Main Page (no parent). A main page would be a page that
should be accessible on your menu and may have subpages related to it. If a page has a parent
it means that it is related to that parent. A ‘child’ page would probably be a page you access
from a link in a parent page. Such as an About Me (main page) with a link to a page with my CV
(child page). Some themes will automatically show child pages on the parent page.

e Order: if a parent has many subpages, you can order them in the order you wish them to appear
in the pages menu.

e Template: if you wish to have a different template for a page (one column vs. two columns etc)
you can specify that here. You can use the Theme Options (see figure 12) to set what you wish
as your Default template depending on your theme.

e Allow Comments: Generally for pages you do not want people to leave comments, therefore it
should be unchecked.

e Status: whether you have published the page or not.

) catherineailingshih Howdy, catherineailingshin

-] Pages sdsnew -
W
Bulk Adtons < [opy | [Showal dates < [ Fiter

] Title Author Stats L ] Date

QUICKEDIT

Title Ibout Parent Main Page (no parent) v

Slug Shott Order 0

it n o5 ot 10 .1 Template  Default Template -

Password -OR- [ private ¥ Altow comments

Saws  Puoishes
Cancel Update
Title Author Stats L Date
Bulk Actions v | Apply
Figure 15 — Quick Edit
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If you wish to add content to the page, then Quick Edit is not sufficient, instead you will need to either

click on the name of the page or on the Edit. Once you have clicked on Edit, the About page will open in

a format that will permit you to edit the content in addition to all the features that Quick Edit permitted

you to change (See Figure 16).

W)

¥ catherineailingshih Howdy, catherineailingshih

Screen Options

Help

E Edit Page Add New

About Publish

Permalink: hitp://catherineailingshih.wordpress.com/about/ | Edit View Page | | Get Shortlink
Preview Changes

Upload/nset (= B8 A 3 @ B Visual Status: P}

<p>This is an example of a WordPress page, you could edit this to put information about yourself or your site so visigafly: Public Edit

readers know where you are coming from. You can create as many pages like this one or sub-pages as you like and Published on: Jun 6, 2011 @ 10:14 Edit

Move to Trash

manage all of your content inside of WordPress.</p>

To see all the page specifics click on Page Attributes
Screen Options for a menu to appear Template
. Default Tt |ate v
(see Figure 17) SRt MRE
Order
0

Need help? Use the Help tab in the upper right of
Word count: 51 Last edited on June 6, 2011 at 10:14 am your screen

Writing Helper

ordpress.com/ \

Figure 16 — Edit About Page

In order to change the appearance of the screen and to ensure that all the necessary features are

visible, you should click on Screen Option on the top right hand corner of the Edit Page Screen. A menu

will open as seen in Figure 17. In order to make the screen the most convenient, you should click on 1

column, and ensure that all the boxes except writing helper are selected. This ensures you will be able to

edit all the necessary fields from the page.

About

Permalink: http://catherineailingshih.w

B I s ‘g'”';““ = =

catherineailingshih Howdy, catherineailingshih

Show on screen

v| Sharing [Vl Page Attributes [¥] Discussion ¥ Slug ¥ Author  [T| Writing Helper

| [ Comments |

Screen Layout

Number of Columns: @ 1 D 2

Ed't Page Add New

com/about/ | Edit View Page | | Get Shortlink

Upload/inset = B8 2 0O @ B2 Visual

3 C

Ll

This is an example of a WordPress page, you could edit this to put information about yourself or your site so readers know where you are coming from. You can create as many pages like
this one or sub-pages as you like and manage all of your content inside of WordPress.

Figure 17 — Screen Options in Edit Page View
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More on editing pages will come in the next section, but first there is one more step to setting up your
homepage. Since you have your “About” page and you want that page to be the page that opens when
people type in your website address you will need to set a static page to be the front page display. By
default WordPress automatically sets your latest post to be the front page, therefore you will need to

manually change this.

On the left side bar, you will see a Setting option, if you don’t see the menu of Settings options already
click on the down arrow beside Settings. Once you see the menu of options you will click on Reading.

\35| Settings
General
Writing

Reading <=

Discussion
Media

Privacy

OpeniD

Text Messaging
Polls & Ratings
Sharing
Domains
Email Post
Changes

Webhooks

Figure 18 — The Settings Tab

Click on Reading in order to select
your front page preferences for your
website.

Once you have opened the Reading Settings you will click on A static Page, and select your “About” page
from the Front Page drop down menu. Save your selection.

Front page displays

1T Reading Settings

Figure 19 — Reading Settings

Your latest posts

o A stalic page (select below)

Front page: ;

Posts page: =l
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Congratulations! Now you have a homepage. Open a new Internet page and type in your address to
ensure that your homepage shows up correctly.

Inserting New Pages

The first step to creating a new page in your site is to access Dashboard and click on Pages. This will
show you the existing pages (see Figure 14). You can click on either New Page beside the Pages title at
the top of the screen or you can click on Add New under Pages on the left hand menu.

Once you have selected new page or add new and empty page will open and you will be able to insert a
title and the text of the body content. You will want to disable comments because it is not usual for
pages to have comments this is more common for the blog pages. You may need to adjust your screen
options (see previous section and Figures 16 and 17).

|| Add New Page

A

The title should be short and to the
point

Upload/insert E & A O @ Visual

B || L ||&) 2|z e

m
L]
L]
<

< Type the content of your page here.

Path:

Word count: 0

Discussion

Uncheck this box to make sure people

P
<«

can’t leave comments on this page.

Publish

Save Draft

Preview this page. Then you can

Status: Draft Edit  Visibility: Public Egit  [17] Publizh i

save it as a draft if you aren’t
N done or you can publish it.

Move to Trash

Figure 20 — Adding New Pages

Once you type the title of your page, WordPress will automatically assign a slug to the page. You will be
able to change it should you wish by editing the permalink. However note that if you change the slug,
and you have already made a hyperlink to the old slug on another page, you will need to go back to the
hyperlink and update it to the new slug.

1 | Edit Page
Click here to edit a slug

About IDF l

Permalink: http://idfbamenda.wordpress.com/about/ | Edit View Page Get Shortlink

Figure 21 — Editing a slug
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It is good to keep slugs short and sweet. If you have a page with a title “How to cook beans” then
WordPress will automatically assign it the slug of how-to-cook-beans meaning the page address is
www.NAME.wordpress.com/how-to-cook-beans it would be better to change the slug to be beans

which simplifies the address to www.NAME.wordpress.com/beans this is easier to remember and looks

better too.

Inserting Posts or a Blog

You have already learned about Pages in WordPress, however you have yet to learn about Posts. You
will see on the left menu bar of your dashboard a listing for Posts. First of all, let’s go over what a post is
and how it is different from a Page. In the WordPress jargon, blog posts, or posts are time sensitive
pieces of information that get listed on your site's blog pages, i.e. (typically) its front page, category
pages, monthly archives pages, and so on.

From a technical standpoint, static pages, or pages, differ from posts in five ways:

e They live outside of the blog chronology

e They've no categories

e They can live in a hierarchy

e They can be ordered in an arbitrary manner
e They can have special page templates

Put otherwise, they're time insensitive pieces of hierarchical information.

Very quickly, you'll be confronted with deciding whether to use posts or pages on your site — or both.

Posts are published in reverse chronological order on your Home Page or Blog Index Page, depending
upon how you’ve configured your blog (Sticky posts will remain above your latest posts). This allows
visitors to see your most recent content first, and digg for related posts within the archives.

Posts are short, bite-sized pieces of content intended to bring your readers with you on a journey over
time. Pages, on the other hand, are pitstops readers can visit along the way if they want to learn more
about you, your organization etc.

In order to set up a blog or a post within a static website (ie. you may want to have a news and events
blog within your website) you will need to go to your dashboard and under the Posts tab, you will see a

(&} Dashboard

i5h Upgrades

5 Posts
Posts

Add New
Categories
Post Tags
Media
& Links
Pages

Pages
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number of option: Posts, Add New, Categories, Post Tags.

If you are only going to have one type of post (news and events) then you will click on the Add New
option. However if you believe you will have many types of categories of posts (ie. news and events,
online diary, word of the day etc) you will first need to set out your categories so click on Categories.

Insert a name for your category (ie. HIV discussion
blog)

If your new category is a subset of another category
you can insert the parent. Unlikely to be the case.

~ Categories
Search Categories
Add New Category

[=] | aeply

Name Description Slug Posts

Bulk Actions

Hame

Bamenda Beat 1DF s staff and velunteer blog bamendz-beat

ople about IDF idf-news-and-events 2

IDF news and events This blog pe

Parent

Mame Description Slug Posts

\ Enter a brief description of what the blog is supposed

to be about.

dd e Category | @ When done click here

Figure 23 - Categories

WordPress creates a default Uncategorized category and you can delete should you wish. It is not
necessary to keep this category if you do not intend to use it. You may also rename it to something
more useful.

Once on the Categories Page you can add different Categories. Later on when you make posts you can
categorized them according to the types of Categories you have created. You can now create a post.
Click on the Add New under the Posts menu on the left side of the dashboard. You will go to a Add New
Post page where you can input the information for your post. See Figure 24 for details on how to fill out
this form.
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Enter the title of your new post

.._1. dﬂ-“w

Upload/Insart 10 @

B | JF|a == =& | IFEE B V| =

Type the text of your post here

Pathc
verd oot @
Excerpit
Beserpes 00 STONG] FEAS-CIRAS SUTIMANE OF yOur CONDENT TNOT SO DE LSS I yoar TREME =
Send Trackbacka
Sand [ratdIass 1o
TEERTRT TSR WELR WRN R EER
TralEnatics 57 &5 Wiy T3 A0IEY eSSy SOS 173NETd TR yOuvie NSRS T3 ThE™ . 1T o INe STRET WSrS eSS AN TRy B AOTNSS SSSSATIARY (NG DISSRSTEL. MO SUNET BTN MBSEkINTy
Discussion If you would like people to be able to comment on your post make sure this box
F aliow comments. is checked
m Allow trackbacks and pingbac & 0N ThiS page.
Publish Click here to publish

Save Draft 512 your post when you

Status: Draft S48 Wisiolity: Public S0t |1 Pubiisn iImmediatety Sdi / are done

SIS m

Categaries
all Categories  [] Bamends Bzt _ As an example: Check ONE of the two
[ 1DF rews and events possible categories, if your post is IDF

Most Lised

event or news then check that box, if
it is for the Bamenda beat then check
that box. DO NOT check BOTH!!!!

Figure 24 — Add new post

20| Page
Created by Catherine Shih (June 2011)



Using WordPress to Make a Website — a User’s Manual

Pages have no date and time associated with them.

Posts can also be scheduled for future publication at a specific date and time, as shown below:

Publish

Preview

Status: Scheduled Edit
Wisibility: Public Edit
r:l Scheduled for: Mar 26, 2010 @ 10:14 Edit

Figure 25 — Scheduling publication of posts

Setting up your Menu
Now once you have created your pages and posts you may decide that people should be able to link to
the new page right from the main homepage(see Figure 26 for an example).

_ Integrated

e

Development
Foundation

< About IDF  Our Work IDF news and events Bamenda Beat Contact E?

Figure 26 — Example of a menu

In the example above, the menu is located at the top right of the main header on each page. It contains
links to About IDF, Our Work, IDF News and events, Bamenda Beat and Contact us. Some pages are not
linked onto the menu and can only be accessed through one of the above mentioned pages.

To access the menu page, you will click on Appearance on the left dashboard menu. Under that heading
you will find Menus (See figure 8).

The first thing you will need to do is to Create a Menu. You will type the name of the menu into the
given space and then click on the Create Menu button. The name you assign is for your reference only it
is not published on your site. You should give a straightforward name like Main Menu.
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W catherineailingshih Howdy, catherineailingshih

= Menus

Menu Name

To create a custom menu, give it a name above and click Create Menu. Then choose items like pages, categories or custom links from the left column
to add to this menu.

After you have added your items, drag and drop to putthem in the order you want. You can also click each item to reveal additional configuration options.

When you have finished building your custom menu, make sure you click the Save Menu button.

Figure 27 — Create a menu

Once you have named your menu you can add items to be displayed in the menu from the left side of
the page. You will see a column with Custom Links, Pages and Categories. You can choose from these
types of menu items. The Custom Links are if you would like to add a menu item that takes the reader
to an outside link, an example of this would be to have a link to an external information source like say
VSO. For a Custom Link you would enter in the link and a label for that link. It is good to keep labels
short and concise as there is limited space for text in a menu. Then you click on Add to menu.

You can also add Pages or Categories to your menu. In the example below from the IDF website you can
see that there are a number of Pages that are on the menu (About IDF, Community Volunteers etc). To
add Pages you simply identify them in the Pages section of the column to the left of the screen. You will
see that some pages in the example below are inset (community volunteers, IDF staff, IDF Recognition).
Those pages that are inset are part of the submenu which appears when the mouse is scrolled over the
parent menu item(About IDF). See Figure 29 for an example of this.
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@ Integrated Development Foundation

Identify from the drop down which menu you

want to use for primary navigation (menu on

B Menus

=

the top right of the webpage)

DF menu

Theme Locations

Menu Name IDF menu
Your theme supports 1 menu. Select which

: Delete Menu
menu you would like to use. e

Primary Navigation

IDF menu v
About IDF

Community Volunteers
Custom Links

http://

URL IDF Staff
Label
Add to Menu IDF Recognition
Pages Our Work
MostRecent ViewAll Search

[7] Contactthe Web Master
[7] Building IDF's Coaching Skills ‘

1L Qunnnrina Civil Q@nristv in
ss.com/

Figure 28 — Example of a menu

m

.-

[F] Automatically add new top

Local Economic Development Page

Located in Bamenda, Cameroon

About IDF Our Work
Community

Integrated Development
Foundation (IDF)

Our Motto: Excellence

Email: idfbamenda@hotmail fr, idfbamenda@gmail.com

IDF News

Bamenda Beat Support IDF Contact French

Volunteers

Welcome to the Integrated D, ... +sent |

Foundation’s Website i

When mouse is scrolled over About
IDF<secondary menu appears.

Recognition

Tha Tntamatrad Navalanmant Fanndatian (TN 0 2 davalanmant anaanizatian laaatad in tha

Figure 29 — Secondary menus
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Be sure to save your

= CLT menu after you added

= Custom Links IDF naws and avants

the new page.

Bamznda Bzat

ContactUs

— Find the page you just Drag menu items with
created here and then your mouse depending
check the box and click add on whether you want
to menu theitemto be a

= secondary item or
Categories of Posts can also primary item. Click on
be added to the menu. the arrow beside the

menu item for edits to
that item

Figure 30 — Adding to a menu

Your pages and categories will appear under the pages and categories box. You will check the box beside
the name and then click on Add to menu. Use your mouse to drage the menu items to their correct
placements. Then you can click save menu. Your new page should appear in the menu. Should you
need to edit the menu after you added a new page (ie. Remove a page and change the name) you can
click on the downward facing arrow beside the name of the page under IDF Menu. From there you can
edit the characteristics of the menu.

What are Widgets?

Widget is a fancy word for tools or content that you can add, arrange, and remove from the sidebars of
your blog. Widgets make it easy to customize the content of your blog sidebar. Widgets are plugins
which has different functions that are useful for putting content on your site without having to go
through the coding process. Since each of these widgets are uniquely designed for its function, it’s best
to learn about some of the common widgets usually used for sites before applying widgets into your
WordPress blog.

Widgets are primarily used in Blogs and Posts, not so much in Website pages. You can see an example
of widgets in use in Figure 31. The widgets are in the right side bar. There are 3 of them, Search, Email
Subscription, and Recent News Items.
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The Ayaba Tennis Club in Bamenda

The best tennis club in Cameroon

ABOUT TRAINING TOURNAMENTS NEWS GALLERY AYABA HOTEL SERVICES CONTACT

[ -

_l_: - N -
yir— ¢

b

Ky

CATEGORY ARCHIVES: NEWS SEARCH THE NEWS AND EVENTS
POSTS

News and events at the Ayaba Tennis Club l | search |

Doubles Tennis Tournament EMAIL SUBSCRIPTION

Posted on May 28 2011 | Leave 3 comment Enter your email address tosubscribe to
receive notifications of news and events

The tentative date for the Avaba Tennis Club Doubles Tournament by email.

is scheduled for June 25 and 26, 201 1. Stay tuned for more details
and talk to a member of the executive for more information. l

RECENT NEWS ITEM S

= Doublas Tennis Tournament
= Congrats to the Winners

= May 14and 15— AVABA TENNIS
CLUB TOURNAMENT

Doubles Tournament

Figure 31 — Example of a blog with widgets

You can access the widgets page from the Appearance menu in your Dashboard (see figure 8). Click on
the "Widget" Submenu Button. Under the "Appearance" menu, you would find different submenu. Once
you click on the "Widgets" button the widgets interface appears showing the available widgets in the
widget area (see Figure 32). Each widgets has its own function, you can choose any of these widgets
depending on what your site needs. All you have to do is drag a certain widget from the widget area to
the target sidebar and drop it to where you want it to appear.
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(@ catherineailingshih
977 Widgets

Available Widgets

Drag widgets from here to a sidebar on the right to activate them. Drag widgets back here to deactivate them and delete their se

Akismet

Akismet

Author Grid

Show a grid of author avatar images.

Blog Stats
Blog Stats

Box.net file sharing

Box.net file sharing

Categories

Alist or dropdown of categories

Figure 32 — Widgets Menu

Archives

A monthly archive of your site's posts

Authors

Authors

Blog Subscriptions

Add an email signup form to allow people to
subscribe to your blog

Calendar

A calendar of your site’s posts

Category Cloud

Category Cloud

Each widget has configuration options. To make changes to a widget in the sidebar, click on the triangle
on the right side. This will open up the options for the widget. Each widget will be different. After you
have configured the widget, click the Save button. Clicking the Close link will minimize the configuration

options again.

right to activate them. Drag widgets back
ings.

Archives

A monthly archive of your blog's posts

Blog Stats

Blog Stats

Box.net file sharing

Box.net file sharing

Calendar

Figure 33 — Adding Widgets to a sidebar

Archives

i~ Blog Stats

Click on the arrow beside

the widget to configure it.

Use your mouse to drag

widgets to your sidebar.
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If you would like to remove a widget from the sidebar, click the Delete link in the configuration options

as show above. If you haven’t added any widgets to your sidebars, the theme will show a default set of

widgets, which will not be listed in the Sidebar area. When you add widgets to a sidebar the default set
of widgets will no longer be used. Try adding a blank Text Widget if you don’t want anything to show up
in a widget area.

Updating and Editing your Website

WordPress offers its user an easy interface to edit and update their websites. New pages can be added,
old pages can be edited and updates, new posts can be made to the blogging pages (maybe your news
and events page), and pictures can be uploaded.

Updating Pages

To update pages such as your homepage, about us or contact us pages.

- Onthe left side of the dashboard you will see an option called “Pages”. Double click on this.

- You will now see a page as shown in Figure 34, this permits you to select the page you would like to
edit or update. You can run your mouse over the title of the page to see the options (Edit, Quick
Edit, Trash or View).

- Click on Edit which is the best selection for making changes to existing content.

- A page will open similar to Figure 16 which will permit you to edit the content.

- Make whatever changes you would like to either the page title, the page content or by adding

photos.
- When you are done, near the bottom of the page is a Box entitled Publish. You can click on Update
in Figure 35.
1| Pages | ssavew
All Published
Bulk Actions  [=] | Apely Show all datas [=] | Filter
Title
About IDF «— Run your mouse over the title to see

Edit | Quick Edit | Trash | View .
options
— IDF Staff — Who we are

Contact Us

Our Work

— Health (HIV and AIDS)

— Human and Child Rights

— Local Economic Development (Decentralisation)

— Women Empowerment

Figure 34 - Pages view
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Publish

Preview Changes

Status: Published Edit Visibility: Public Edit [1] Published on: Aug 11, 2010 @ 8:37 Edit

Mowve to Trash # Update

Figure 35 — Update your page

Updating Blogs
It is rare that you will need to update an existing post; you will primarily be posting new entries about

events etc. However if you need to correct a mistake or change something you posted you can do so by
following these steps:

On the left side of the dashboard you will see an option called “Posts”. Double click on this.

You will now see a window as shown in Figure 36, this permits you to select the page you would like
to edit or update or you can add a new post. You can run your mouse over the title of the post to
see the options (Edit, Quick Edit, Trash or View).

- To edit a post, click on Edit and then make your changes.

- Click Add New to add a new post.

Click here to add a new post

/

To update an existing blog post select from list

=7 Posts | adawen

All | Published | Trash

Bulk Actions El Apply Show all dates El View all categories El Filter

|:| Title Author Categories Tags

[ IDF's Conference Hall - an income idfbamenda IDF news and events No Tags
generating activity

[ welcome to IDF’'s Website idfbamenda IDF news and events No Tags

[ Title Author Categories Tags

Bulk Acticns El Apply

Figure 36 — Posts View
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Adding Media to your Site

You may wish to insert other types of media into your website. You can insert images, audio, video and
a variety of other file formats: powerpoints, documents and pdfs. Audio and Video uploads require you
to purchase a space upgrade and videopress but there are ways (see inserting Video section) to insert
videos free of charge by using Youtube.

Note that WordPress for free sites/blogs has a limit of 3GB for uploads therefore it is important to have
smaller size images and files for uploading.

Currently, you are permitted to upload the following file types to your WordPress site or blog (no
upgrade required):

Images
Jpg
Jpeg
-png
.gif

Documents

.pdf (Portable Document Format; Adobe Acrobat)

.doc, .docx (Microsoft Word Document)

.ppt, .pptx, .pps, .ppsx (Microsoft PowerPoint Presentation)
.odt (OpenDocument Text Document)

Xls, .xlIsx (Microsoft Excel Document)

Audio

With the purchase of a Space Upgrade you are also permitted to upload the following audio file types, in
addition to the basic file types listed above:

.mp3
.m4a

.088
.wav

There is an embedded audio player built in to WordPress.com that will work with .mp3 files.

Video

With the purchase of the VideoPress you are permitted to upload the following video file types, in
addition to the basic file types listed above. Note that purchasing VideoPress will not enable you to also
upload audio files. If you wish to upload audio files, you need the Space Upgrade, as well.

.mp4, .m4v (MPEG-4)

.mov (QuickTime)

.wmv (Windows Media Video)
.avi

-mpg

.ogv (Ogg)

.3gp (3GPP)

.3g2 (3GPP2)
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Before uploading files to your blog, please ensure that you own, or have the legal right to distribute,
them. If you do not own the files, and do not have express permission from the owner or copyright

holder, you may NOT place them on your blog.

Inserting Images

Inserting images can be timely if the photos are large in size. It is best to resize images before uploading
them. The ideal size for a photo is 100KB. This can be done by opening the picture/image in Paint and
then by resizing it. Click on the icon indicated in Figure 37 by the black arrow to open a picture in Paint.
Select Open, and then select the image you want to resize.

| =R

Home View

D Pain & A
Paste Click here to Oopen, save, or print 2 C
= and to see everything else you can - A
do with your picture. |
CliProrwore - Jools

S 9 ¢ s Luntited Pt

Brushes

v

NNV OOOAA [Z Outling
NOOGOD ALK
+ERx0O0O0 =

Shapes

Figure 37 — Opening a photo in Paint

Once you have opened the picture in word you will click on the resize button and rescale the image. You
can usually play around with the scaling factors to find a size that is ideal for the website.

Home WView
= Cut =1 & Crop 2T a Sn/OOO&A| -
D Copy £ Resize b A NCOOD Q||
e oate - || F 2 QU PERS] D 4 x0OO0OF
Clipboard Im Tools Shapes
rReswze and Skew ﬂ‘

Resize

By:
+—

L]

B

Click here to resize.
Once you have
clicked the Resize
and Skew box will
open. Use the
resize Horizontal

smaller. Ensure
that the Maintain
aspect ratio box

%

(@ Percentage

Horizontal:

Vertical:

Maintain aspect ratio

. Skew (Degrees)
and Vertical to
+—r
make your image /7 Homontsk 0

Vertical:

) Pixels

100

100

0

remains checked. [

OK

]|

Cancel ]

L

Figure 38 — Resizing an image in Paint
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Save your image. Then go back to the website page where you want to add the picture. When you are
in the editing mode for any page you have the option of inserting photos by clicking on the image of the

photos (see Figure 39)

i | Edit Page
IDF Staff -

Permalink: http://i

ho we are

Upload/Insert [= 1 £ 3 Q)
b i link

link ||b-quote | del || ins || img | ul

Figure 39 — Insert a picture into a page

menda.wordpress.com,/about/idf-

staff-who-we-are/ | Edit

ol li code | more

A new window or a pop-up window will open offering you the option to add media files from your
computer. You will click on browse, select the photo and then click upload.

From Computer From URL Gallery (5) Media Library

Add media files from your computer

Browse... Upload | Cancel

Maximum upload file size: 1GB

Flash uploader

Video Upgrade

Save all changes

Figure 40 — Adding media files from your computer
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Once your files have uploaded you will see some options the photo you have uploaded.

File name: imgp0045.jpg
File type: image/jpeg
;'.‘F Upload date: September 12, 2010

Dimensions: 623 x 632

Edit Image

Title * IMGPOO46

Alternate Text

Al text for the image, e.g. "The Mona Lisa™

Wone Fille LRL Post LIRL

Enter z link URL or click above for presets.

Caption ﬁ insert a caption
explaining was the
. - S . .
Description photo is showing.
This caption
Link URL http://idfbamenda.files.wordpress.com/2010/08/imgp0046&.jpg

Alignment ™ MNone @ Left 0 ™ Center O -Rl'ghl: &
Large 2 Full

Size 2 Thumbnail % Medium
(147 = 150} (295 = 200}
Irsert ints Post Use as featured image Delete

Give the image an
descriptive name
such as “IDF Library
Image”. This helps

the viewers know
what the picture
shows and helps
you find the picture
again later.

You May wish to

appears in the site
below the image.

Size
(600 * €08) Select the

alignment desired,

Save all changes

Figure 41 — Image Options and Formatting

do you want it on
the left, right or
center of the page.

The images are usually ideal when their size is medium ( around 300 by 300 pixels). This is a standard

size for websites. Once you are done you may click on the Insert into Post box. Once you click on this

box you will be brought back to the edit page and in order to insert another photo you will need to click
again on the photo image but instead of uploading new pictures, if you have already uploaded the
pictures you need you can access them by clicking on Media Library or Gallery. The media library will

show you images and uploads from ALL pages, whereas the Gallery shows you images and uploads from

only that Page or post.
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Inserting a Gallery or Slideshow

From Computer From URL Gallery (5) Media Library

Add media files from your computer

ipg, ipeg, png, gif, pdf, doc, ppt, odt, pptx, docx

Browse... Upload | Cancel

Figure 42 — Accessing Gallery and Media Library

pps,

pPpsSX

Once you click on media library (or Gallery if you know you uploaded the picture while on the page you

are currently on) you will see all the images you have uploaded. In order to select the one you would like
to insert in to the post click on the Show button beside the picture and then an image like that

in Figure 43 will appear and you can insert an appropriate title and ensure the alignment and size are

alright. Click insert into post when completed.

From Computer From URL Gallery (5) | Mediz Library

All Types | Images (22

Show all dates El Filter »

- Terrence
“ Oussematou
ﬂ Julius
E.- Flore

g ]

2d
E World AIDS Day
A

4 Home Based Care Food Basket Delivery

Community Volunteer Swearing In Ceremony

ILO/SIDA COOP Training Session

COrphans and vulnerable children

Save zll changes

Figure 43 — Media Library

Search Media
3 4 =
Show
Click on the
Show
Show to see
Show the image
Show options and
- toinsertinto
o NOwW
page/post
Show
Show
Show
Show
Show
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Another option WordPress offers is to insert a gallery of photos or a slideshow. This can be done from
the Gallery tab (see Figure 40). Click on the Gallery tab. A new screen will open up and show you all the
photos that have been uploaded to that page, scroll to the bottom and you will see gallery options.

Ayaba Tennis Club 4 Show

S Asan / Show

Save all changes Insert # here to set unique order

Gallery Settings

Link thumbnails to: @ Image File @ Attachment Page
Order images by: Menu order v
Order: @ Ascending - Descending
Gallery columns: 3 v

Insert gallery

m

Insert slideshow

Figure 44 — Gallery Options

Slide shows and galleries are easy way to show all the pictures you have uploaded to a certain page
without having to insert each one individually. Pictures are displayed as a smaller image file. An
example of a gallery is shown in Figure 45. You can change gallery setting so that when someone clicks
on a photo in your gallery or slideshow either the person is given an option to download the photos
(image file) or another page opens with the photo (attachment page). You can also change the order in
which the photos are displayed. If you choose menu order, you can assign values (1, 2, 3, etc) to each
photo individually in the box to the left of the Show button. You can choose how many columns of
photos will appear, however sometimes themes prevent more than 2 from showing up.
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The Ayaba Tennis Club in Bamenda

The best tennis club in Cameroon

Photos Gallery

Clhick bere for the May 2011 Toarnament Calleny

The Ayaba Tennis Club Photos Gallery of Members and Staff

Figure 45 — Example of Gallery in a Website

Inserting Video
A free way to insert a video would be to use Youtube.

Go to www.youtube.com and login (create an account if necessary). Once logged in you can upload the
video to your account. Once uploaded youtube will give you a link that can be embedded into your site
and which will show the video in your site as a link to youtube. This method does not use up your
WordPress space allocation for uploads and also makes it free to show videos on your site.

Inserting Other Media Files including PDFs

In order to insert other types of media you again go to “edit post” or “edit page” of the post or page
where you want to insert the media. Along the same line of options where the upload image was, you
will see other icons. There icons signify the following: Image, Video, Audio, Other media, Poll, and
Form. See Figure 46. A form is a form where people can enter in a comment and it is sent directly to
your email. A Poll is where you can have people vote on something.
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| Edit Page adsnew

About Us Image Video Audio Other Media Poll Form

View Page | Get Shortlink

Upload/Insert

Figure 46 — Inserting other media

To insert a PDF, you will click on the Other media icon (star) and a page identical to Figure 40 will open
and permit you to browse your files to find the one you want to upload. Once you have uploaded the

file you will be give the option to change the Title, add a caption or a description and insert it into the

post. The Title is what will be displayed on your website page. (See Figures 47 and 48).

The Ayaba Tennis Club Constitution

RS

File name: the-ayaba-tennis-club-constitution.pdf
n File type: application/pdf

Upload date: May 3, 2011

Title The Ayaba Tennis Club Constitution

Caption Click Here to Download the Ayaba Tennis Club Constitution

Description

Link URL http:/fayabatennisclub.files.wordpress.com/2011/04/the-ayaba-tennis-club-constitutio
MNone File URL Post URL

Enter a link URL or click above for presets.

Insert into Post Delete

Figure 47 — Editing PDF information
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The Ayaba Tennis Club in Bamenda

The best tennis club in Cameroon

ABOUT TRAINING TOURNAMENTS NEWS GALLERY AYABA HOTEL SERVICES CONTACT

Organization

The 2011-2012 Executive Bureau was elected in March 13, 2011

The Executive Bureau is comprised of the following: a President, a Vice Preside ecretary General, a
Treasurer, a Financial Secretary, a Coach, a Social Secretary, a Technical Adv nd two Patrons.

The Avaba Tennis Club Constitution can be downloaded here: The Avaba Tennis Club Constitution

Figure 48 —an example of a PDF link in a website

Inserting Polls

Polls can offer visitors a chance to vote on something. IN oder to insert a poll into your blog or site you
will click on the poll button (circle) see Figure 46. Note that you will need an account with Polldaddy and
WordPress provides you with the steps to set up the account and then insert the poll.

Add Poll

Polls in WordPress

To use polls in WordPress, you will need an account with our sister product, Polldaddy.com.

@ Auto-create a new account (recommended).

= Import my existing PollDaddy account.

Do it: | want some polis!

Figure 49 — Inserting a poll
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Inserting Forms

Forms are a handy way to get comments and feedback from visitors of your site. If you do not wish to
publish your email address you can insert a form where people can contact you using the form instead
of sending you an email. The form will automatically be sent to your email. You will click on the insert
form button (see Figure 46) and a popup for adding a custom form will appear (see Figure 50).

You can easily add or remove fields as you require.

Add a custom form

Form builder Email notifications \
Click here to change the address to

Here's what your form will look like which the response is sent

How does this work?

Name
Email
Can I add more fields?
Website
& g. Clickghere to add a 3
Comment

Can I view ny feedback within WordPress?

=['Feedbacks

Click here to add fields

Click here to edit fields

Add this form to my post

Figure 51 — Add Custom Form

When you edit a field you can change the label and the field type. You can also decide if you want it to
be a required field or not, this means the form cannot be sent unless the field is filled in with an
response.

Once someone has submitted information through your form, the information will go directly to the

email address of the author of the page or post (the email address you used to set up your site). If you
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wish to change this address you can click on the Email Notifications tab at the top left and enter a new
address to which the form information will be sent. You can also use the Email Notifications to change
the subject line of the email you will receive from Wordpress.

Advanced Features

When you are editing pages or posts you have a couple advanced options which can be useful to be
aware of and which can facilitate the creation of your website or blog.

Kitchen Sink

The kitchen sink option gives you more buttons when editing a page or a post to easily change the
aesthetics of your page/post.

Permalink: hitp://catherineailingshih.wordpress.com/about/ | Edit View Pag et Shortlink
Uploadfinset = E B & @ £
B | Il =lE || === = v B8

This is an example of a WordPress page, you could edit this to put information about yoursg
this one or sub-pages as you like and manage all of your content inside of WordPress.

Figure 52 — The Kitchen Sink Button

Without the Kitchen Sink button pushed, you will see 15 buttons below the Upload/Insert line of the
Edit Page or Post view. These buttons from left to right are:

- Bold

- ltalics

- Strikethrough
- Bullets

- Numbering
- Quotes

- Leftalign

- Centeralign
- Right align

- Hyperlink

- Remove link
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- Insert More tag

- Spell check

- Toggle full screen mode
- Kitchen Sink

When you click on the kitchen sink icon you will be given more formatting options which include:

- Style: whether you want the text selected to be a heading, or paragraph, or address etc.
- Underline

- Justified align

- Font color

- Past as plain text

- Paste from word

- Remove formatting

- Insert custom character
- Remove indent

- Insertindent

- Undo

- Redo

- Help

[ | Edit Page sdnen
About

Permalink: hitp://catherineailingshinh.wordpress.com/about/ | Edit View Page | | Get Shortlink

Upload/inset = B 2 & @ B3

Paragraph ~ U S A~ B Q Q = ©

This is an example of a WordPress page, you could edit this to put information about yc
this one or sub-pages as you like and manage all of your content inside of WordPress.

Figure 53 — Kitchen Sink View

Visual VS. HTML Editing

Another advanced feature of editing pages and posts is that you are given the option of doing so in
visual or HTML modes. The visual mode is the most easy to use as the HTML requires knowledge of
basic coding. Figure 54 and 55 show the same page in visual vs HTML mode.
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E Edlt Page AT screen upuons Help
About Us

Permalink: http://ayabatennisclub.wordpress.com/about-us/ | Edit | | View Page | | Get Shortlink

Visual
B I e

Format U E Ay @R QO = @

A message from the President of the Ayaba Tennis Club

[z »

The Ayaba Hotel
is located at the
foot of the

Bamenda hills in

the capital of the
North West

Region and has

two beautiful 5
Path:
Figure 54 — Visual Mode
E Ed|t Page RRES Screen Options Help

About Us

Permalink: http://ayabatennisclub.wordpress.com/about-us/ | Edit | | View Page | | Get Shortlink

Upload/inset = E 32 & @ B HTML

b i | link | b-quote det ins img wul | ol li | code more proofread lookup closetags || fullscreen

A message from the President of the Ayaba Tennis Club

[caption id="attachment_314" align="alignleft" width="258" caption="Mr. Peter Asongwe - Ayaba Tennis Club President"]<a
href="http://ayabatennisclub.files.wordpress.com/2011/@4/presidentl. jpg"><img class="size-full wp-image-314" title="President”
src="http://ayabatennisclub.files.wordpress.com/2011/04/presidentl.jpg"” alt="" width="256" height="345" /></a>[/caption]
<blockquote>The Ayaba Hotel is located at the foot of the Bamenda hills in the capital of the North West Region and has twe beautiful
tennis courts were built along with the construction with Ayaba Hotel in 1984 with the event of the CPDM congress of the North Wes

m

rts. The Ayaba

Despite the existence of the tennis courts, in the early 198@s, there were hardly any players in Bamenda or even the region. However, there were some young

people who had an interest in tennis and they used to play tennis at the hotel. It was from that kind of humble beginning that the Ayaba Tennis Club was formed
in the mid-198@s.

In the current day, the Ayaba Tennis Club has about 4@ registered members who are regular players, and they range from junior players to veterans. We have a
good number of veterans between the ages of 55 and 65 who still plav eood tennis and it is due to the encouragement from the Avaba Tennis Club. >

Word count: 514 Draft saved at 5:52:43 pm. Last edited by ayabatennisclub on May 14, 2011 at 12:12 pm

Figure 55 - HTML Mode

Adding Websites to your Account

You may at some point want to add another website or blog onto your account. This may be useful if
you want to create a version of your website in another language or if you want to add a separate blog
to your website but not have then in the same site (ie. different addresses like
www.NAME.wordpress.com and www.NAMEBLOG.wordpress.com.) To add another site or blog to your
account you can run your mouse over My Blog at the top left of your screen. A drop down menu will
appear and the very bottom option will be to Register New Blog.

41| Page
Created by Catherine Shih (June 2011)



http://www.name.wordpress.com/
http://www.nameblog.wordpress.com/

Using WordPress to Make a Website — a User’s Manual

Dashboard

Mew Post !
Site Stats

Manage Comments
Read Blog

Register a New Blog

o sl

Figure 56 — Register New Blog

WordPress will bring you through the steps of setting up a new site/blog. Now when you log in under

My Blogs you will see the option of your two sites, you scroll over the one you are interested in editing

and the drop down menu for that site (like Figure 56) will appear.

Advice for Editing Pages

In order to make the process of updating pages and adding posts as easy and stress free as possible, the

following is advice:

1.

Make use of Word — If you are writing a new post then write it originally in word and then log on
to the website and copy and paste the post in. This saves time being on line and also permits
you to take advantage of spell-check.

Read over your changes carefully — Ensure that you carefully read over the information you post
onto the website. This site is public and it may reflect poorly on IDF if posts and pages have
spelling errors or incorrect information. Always double check that your new post, or updated
page was correctly uploaded by viewing the new post or page.

Check your page often using the preview function. This ensures that photos are well aligned and
that the pages look correct.

Keep stories short and concise. People don’t want to read really long pieces on their computers.
You want to keep your stories interesting and to the point.

Be sure to define all acronyms you use (ie. OVC, CV, etc...) although you may know what you are
talking about, these acronyms can be like a foreign language to people who aren’t familiar with
your programs and words.

Always make sure you have permission to use photos from the people who are in the photo, in
addition if writing about sensitive matters like HIV and AIDS make sure your subject matter
approves what you write.
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Check list for Updating/Creating Pages

[] Is your title clear and concise without spelling errors?

[] Is the slug (address of your page) concise?

[] If you have changed the slug of a page, have you made changes to all instances where
that page was linked? le. If you change the slug of Page A, and on page B you had a link
to access page A, you need to go to Page B and change the link to the new slug.

Did you preview the page?

Did you check the content overall for spelling and grammar errors?

Did you uncheck the comments box so that visitors cannot comment on your page?
Do pictures on the page have a caption explaining what they represent?

oooon

Have you identified the Parent and the Order of the page if relevant?

Next steps
[ ] Do you need to add your page to the menu?
[ ] Do you need to link this new page on existing pages?
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