WordPress How-To

Personal Websites - How To Create and Edit Pages in WordPress
Elizabethtown College Staff and Faculty

Website URL
http://facultysites.etown.edu/yourusername
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Edit Website Figure 1 Login
Use a browser to login to WordPress — Chrome browser is
recommended by WordPress because it includes spell checking. You @
can install Chrome from the link above.
http://facultysites.etown.edu/yourusername/wp-login.php
Username:
Password: passuord

] Remember Me

Change Password
You may want to change your password to something you can

remember.
Users| Your Profile | New Password
Update Profile

Website Home Page
What Users See When They Go to Your Website — Home
URL Address of your site: http://facultysites.etown.edu/yourusername
Change the first page browsers see — Customize Your Site
Static Front Page — Front page: choose which one

Ignore “Update Failed to Complete”
This message won't interfere with your work. WordPress sends updates daily but ITS applies

them about once a month.

An automated WordPress update has failed to complete! Please notify the site administrator.

Help in WordPress
Save/Update your Page or Post before using Help. Click Help at top of window.
Kathryn R. Kellie MNew View Page Howdy, Kathy

Screen Options «

Select the topic such as Inserting Media.

Kathryn R. Kellie New View Page Howdy, Kathy
Aboui Pases You can upload and insert media (images, audio, documents, etc.) by For more information:
clicking the Add Media button. You can select from the images and files
‘ Inserting Media already uploaded to the Media Library, or upload new media to add to Documentationon
your page or post. To create an image gallery, select the images to add Adding New Pages

Page Attributes

: - o
and dlick the “Create a new gallery” button. Documentation on

You can also embed media from many popular websites including Editing Pages
Twitter, YouTube, Flickr and others by pasting the media URL on its
own line into the content of your post/page. Please refer to the Codex
o learn more about embeds.

Support Forums

Help



http://facultysites.etown.edu/kelliek/
http://www.google.com/intl/en/chrome/browser/?dclid=COTJls3d4L8CFQ2lhQodDy8AzQ#brand=CHMB&utm_campaign=en&utm_source=en-ha-na-us-sk&utm_medium=ha
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Edit Existing Page
Select Pages.

K n R e New

Screen Options Help
@& Dashboard
Homs An automated WordPress update has failed to complete! Please notify the site administrator.
Dashboard
Welcome to WordPress! pismiss
We've assembled some links to get you started:
Get Started Next Steps More Actions
K edit your front page Manage widgets or menus
Customize Your Site
=+ Add additional pages B3 Turn comments on or off
F Adda blog post ¥ Learn more about getting started
B view your site
At a Glance Quick Draft

Select All Pages so you can find the one to edit.

MEdld

Point on the page to edit. Click Edit.

[ Home

uick Edit Trash View

Screen Parts

Toolbar(s)
/| Page Name /_

Edit Page /addnew

Home Publish

Permalink: http:/facultysites.etown.edu/kelliek/| View Page || Get Shortli

Preview Changes

e
Q7 Add Media Visual | Text ¢ Status: Published Edit // Save, Update,
B I v = «===[PR= == @® Visibility: Public Edit B Publish
Add Paagiah + U E A-E B ¢ Q = e £ Revisions: 20 Browse

gra p h iCS Meeting your training needs to shorten the
learning curve.

[it Published on: Sep 24, 2013 @ 19:19 Edit

Move to Trash Update

Page Attributes

= Training Workshps
= Microsoft Office Master Instructor

Content Area:
Where you type. /\
Contains text and
graphics. &

Parent

(no parent) EI

Template

Default Template B

Order
Word count: 19 Last edited by Kathy on July 24, 2014 at 12:56 pm

0

Need help? Use the Help tab in the upper
right of your screen.
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Toolbar

B I = &= &= € = = = =k
Toolbar Including Kitchen Sink
— C
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“Kitchen Sink”:
Click to show all tools

B I = = = ¢ =

Paragraph - U

¢ Q =

I
s
BB i
=

Edit Contents of a Page

Media
I Pages Pages Add New
All Pages All (9) | Published (9)
Bulk Actions ¥ | Apply Show all
Comments Title
About Me

Click in the large white box. Type.

Appearance

QuwckEc\i: Trash  View
3

nl

Users

Tools

Edit Page Addnew

Research
Permalink: http://facultysites.etown.edu/kelliek/research/| Edit

View Page Get Shortlink

Visual = Text
L
== C

Something about your research here. Click to add or
K edit text and
other contents.

Click to

enlarge
Path p contents box. N
Word count: 5 Last edited by Kathy on November 8, 2011 at 4: o

07 Add Media

117
L)
™
e
It
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Save Existing Page

Click Update. Update is what you use for existing pages.

Publish
Preview Changes
9 status: Published Edit
@ Visibility: Public Edit
O Revisions: 29 Browse

ﬁ'ﬂI Published on: Sep 24, 2013 @ 19:19 Edit

Move to Trash

Select Pages, All Pages, scroll to display the name of the page to edit. Click Edit.
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Save New Page
Click Save Draft.

Screen Options Help
An automated WordPress update has failed to complete! Please notify the site administrator.
Add New Page
| pue
Save Draft Preview
03 Add Media Visual | Text 9 Status: Draft Edit
B I = i = = Q ® Visibility: Public Edit
Paragragh  ~ = e [ publish immediately Edic
ove o =

Preview Page as it Appears in a Browser
Update or Save page.
Click Preview Changes.

About Me Publish

Permalink: http://facultysites.etown.edu/kelliek/bio/ | Edit || View Page Preview Changes
Get Shortlink

9 status: Published Edit

Q3 Add Madia Visual | Text

- ko [
ZEEBEC

¢ 0 = e

@ Visibility: Public Edit
B I = = &=

Paragraph ~ U

(4

#0) Revisions: 24 Browse

/1.
3

&
B il

m Published on: Mar 7, 2014 @ 16:31 Edit

Page will open in a new browser window. When finished previewing, close the page.

I
/[ Edit Page « Kathryn R, Kelll MWD@_

= —L‘\_#'_ﬁ_.[ [ facultysites.etown.edu/kelliek/bio/?preview=true&prey

Kathryn R. Kellie New Edit Page

Text Content
Paragraphs VS. Line Breaks
Press ENTER to end a paragraph — you will get extra white space, or press SHIFT +
ENTER to end the line and start a new line — you will not get extra white space.

Paragraph - press ENTER
Pressing ENTER adds a new paragraph with extra space after it
Pressing SHIFT + ENTER adds a new line to the existing paragraph.

New Line
New Line|

Copy from another Program, Paste

—
Paste from Word — Click =] to display all the tools available, then click
“Paste from Word”

Paste Plain Text —
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Spell Checker - If you use Chrome browser, it has spell check built in. Otherwise there is no spell
check in WordPress.

HTML — Text (Don’t use if you’re not familiar with HTML)

More Content
Inserting Pictures (Media)

File size of images must be 1 Meg or less.

1,581 KB = 1.6 Meg

@ IMG_0884.JPG  6/19/2014 5:04 PM IPG File
@ IMG_0898.JPG  6/20/2014 2:56 PM IPG File
@ IMG_0899JPG  6/24/2014 7:53 AM JPG File
@/ IMG_0900JPG  6/24/2014 7:53 AM PG File

2,866 KB
2316 KB
1746 KB
1,581 KB

Resize file size

Right mouse click on the image file. Open with... Office 2010

Open with

Share with
Share in WebEx Meeting

BO

Restore previous versions
Send to

Cut

Copy

Create shortcut

Delete

Scan with Malwarebytes' Anti-Malware

ain

Snagit Editor

» [ Adobe llustrator CS6
. Adobe Reader

d| Microsoft Office 2010

Windows Live Photo Gallery

1
il
Windows Live Movie Maker
i
@ Windows Media Center
=

] Windows Photo Viewer

Choose default program...

Ble Bt Yew Petuwe ook Hep
Shoteuts (el 4D B4 4 2 A X
2 =&

Microzof Offce 2010

|| Resize - %
[CACIRA]
1files selected

Resize settings
Make picture fit inside:

Predefined width x heigl

 {Document - Large (1024 x 768 px)
~ | Document - spall (500 x 600 px)

0
%0 - Large (640 % 200D
e - Small {498 x 336 o

e X,

Size setting summa

Original size: 3254 x 2448 pixels

T 1024 x 768 pixels
Ca )

1%

Click Edit Pictures. Click Resize.

L P _’demnc‘wm £

Web — Small (448 x336 px). Click OK.
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File, Save As...

dit  View Picture Tools
Add Picture Shortcut... Ep|

Locate Pictures...
Save Ctrl+5

Save As...

Save.

|

Organize v New folder 2 @

Classes
B Desktop
8 Downloads

[

M ecits-ops
7S IMG_0884.JPG IMG_0898.JPG IMG_0899.JPG

Jaynet)

& OneD
neDrive >

% Recent Places
& OneDrive @ Elizabethtow MG_0900.PG

B Desktop

Filenatkg:  Smallfbwers.jpg =

Save astype: | PEG File Interchange Format (*jpg:”jpeg:*ipe;fif) -

. Hide Folders Tools Save )
—

Close Microsoft Office 2010 (This is Picture Manager)
Don’t save when prompted.

Upload File to WordPress

On your computer, navigate to the location of your picture

Resize and arrange this window so you can also see the WordPress window

In WordPress, select Media, Add New. Upload New Media windows appears.

1.) Dragimage from computer window and2.) drop onto WordPress’s “Drop files here”
window.

[=[=] =%

. v Kellie Kathryn R » OneDrive » Photos » BirthdayFlowers

Organize v E/) Open v Sharewith v Sideshow  Print  E-mail » &=+ [l @

Howdy, Kathy

@l =

/& OneDrive @ Elzabethtown C¢ »  Name Date Type Size
Help
@ IMG0884JPG  6/19/20145:04PM PG File 2,866 KB Dashboard
B Desktop
P &) IMG083B.IPG  6/20/20142:56 PM  JPG File 2316 KB
i Libraries = T o i
% Docurnents @] IMG_08%9.JPG  6/24/2014 7:53 AM PG File 1,746 KB Posts An automated WordPress update has failed to complete! Please notify the site administrator.
o 4 Ihdc-o00es Al e e
usic i
C | &) SmallFlowers... 6/24/2014 153 AM  IPG File Media )
) Pictures Upload New Media
BF Videos
2 Kellie, Kathryn R M New
| android
. Certiport Pages
5= Contacts
& Desktop Comments
| Documents - Copy
i Downloads Appearance
It Fovorites Users Selact Files
# Links
| Mac Config Wireless - 1 I} Tools
. smallFlowersjpg Dimensions: 336 x 448
MRS rorie Size: 50.0 KB You are using the multi-file uploader. Problems? Try the browser uploader instead.
DR Dt token: 6/24/20147:53 AM Title: Add a title
Tags: Add a tag Authors: Add an author Maximum upload file size: 1MB.
Rating
1 item selected ™ Computer T

Insert Picture on Web Page
Edit the page on which you want the picture to appear.
Click in the content area. Click Add Media.

07 Add Media

Wisual ~ Text

B I = = £ & <

-
=
-_—

i

Birthday Flowers
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Select picture. Click insert into page.

Insert Media Insert Media *

Create Gallery Upload Files Media Library

Set Featured Image

All mediaitems ¥

ATTACHMENT DETAILS

SmallFlowers.j
nsert from URL 4 i

Booklet-
Directory-
No-
Abstract.pd

Delete Permanently

r
1 selected  [IEAS TR
selecte 7, &

Insert into e
ol | (=)

Picture appears on the web page.
Update or Save Draft of the page.

Appearance
Save after changing anything.
Theme (choice of 1)
Customize
Site Title & Tagline
Colors
Header Image - (must be uploaded first)
Background Image
Navigation - (supports 1 menu)
Static First Page — Front page choice
Widgets
Menus
Check and uncheck
Theme Options
Header
Background

Mailto HTML Code including re-filled in Subject line
<a href="mailto:your email address?subject=your
subject">kelliek@etown.edu</a>

Working in HTML
Click the Text tab
Note: Some code will not be retained as the template doesn’t recognize it. So if you put in HTML
code and then chose View and what you just did is not displayed, then that code will not work.

Work around for embedding video
Copy the embed code from Google, but change the iframe tag to an href tag.

Hyperlinks
Hyperlink to a web site — not your own — an External site page such as (www.google.com)
Visit the site. Copy the URL (address) with the keyboard shortcut: Control + C.



mailto:kelliek@etown.edu%3c/a
http://www.google.com/
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Back in your web page, 1.) Select 2

the text to be made into a BIre=cz:zuzzHIR==BEQ
hyperlink. 2) C||ck the hyperhnk Paragraph ~» U = A - W] G[Insertfedit\ink(Alt*f Shift+A]]
button. .31

Click in the URL box. Press
ContrOI + V to paste the URL Enter the destination URL g‘::tt;cﬂ;:’ to
Title is mouse over text and is @ tepilfun.etonn.edufofficesfits!

optional.

@ Elizabethtown College Information & Technology Ser‘vicesl |

FInISh by C|ICkIng Add L|nk- Open link in a new window/tab

Or link to existing content

Search

No search term specified. Showing recent items.

3

About Me PAGE
Home PAGE
Hello world! 2013/09/23
Service PAGE
Blog PAGE
Mews and Events PAGE

-

Cancel ‘ Add Link '
Example of Title — mouse over

text =1 Services

Published on August 6, 2014 by Kathy Tltle

TS Website {

[ Elizabethtown College Information & Technology Services }

Hyperlink to a page on your site

Select the text to be made into a hyperlink
Click the hyperlink button

B I == = i ¢
A~

g I

@ = =EQ

B Ansert/edit link (Al « Shift ~ 4) }

Paragraph = U

Services Provided

Under “Or link to existing content”, select the page, click Add Link.
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Insert/edit link

Enter the destination URL

...

Title

Cpen link in @ new window/tab

Or fink to existing content

Search

No search term specified. Showing recent items. -
About Me PAGE
Home PAGE
Hellgworld! 2013/09/23
PAGE
Elog PAGE
MNews and Events PAGE

v

Cancel

Linking to Documents (PDF) Files
Upload File to WordPress
Arrange the Computer and Word Press windows so you can see both at the same time
Using Computer, navigate to the location of the file to upload. Resize this window to
take up only % of the screen.
In WordPress, arrange the window so it only takes up % of the screen.

Add Linked Document in Word Press Page
In the page’s content pane click where you want the
link to the document.

13
B
<
[s]

Click Add Media. Paagraph + U = A~
Drag the file from the Computer window to the Word Quiick Start Guice
WordPress window

N [ https://facultysites.etown.edu/kelliek/wp-admin/postphp?post="18&act

Insert Media Insert Media
Create Gallery

s et remarag (( Uploa Files e iorary
1

Bum  Newfolder Image

Organize =

Mame Date modified

Insert from URL

] Big Spreadsheet.pdf 7/22/201410:50 AM
] Excel2013QuickStartGuide.PDF 7/1/2014 412 PM
] Flyer-Lupin Seeds-Completed.pef 7/22/2014 10:46 AM
2] Outlook2013QuickStartGuide. PDF 7/1/2014 413 PM
2] Powe [tGuide PDF 7/1/2014 414 PM
T Word2013Q PDF —

—

Drop files anywhere to upload

- . b

6 items.

Offline status: Online

Offline availability: Not available Select Files

Maximum upload file size: TMB.
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Release the mouse button in the WordPress window.

[puoe]
Drop files to upload

1.) Select the file just uploaded. 2.) In the Title box, type the link text. 3.) Click Insert

into page.

Upload Files = Media Library

All media i‘ui v

Word2013QuickS
tartGuide.pdf

Booklet-
Directory-No-
Abstract.pdf

s gy

S LIZABE 7
IDATI0D

hethinwn Collene

1 selected

Clear

[+

ATTACHMENT DETAILS

| »

Word2013QuickStartGui
de.pdf

August b, 2014

Delete Permanently

2

Title
| Word 2013 Quick

Caption

Description

ATTACHMENT DISPLAY
SETTINGS

|

Insert into page '

Completed link.

Paragraph * U

A~k

Word 2013 Quick Start Guide]

10
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How Viewers can Receive RSS Feeds from Your Website or Blog in Outlook
An RSS feed will sent your readers a notice of new content on your website whenever you update it. The
RSS feed notice will appear under RSS Feeds in Outlook.

Tell your readers that when typing the URL of the website, to enter the following:
http://facultysites.etown.edu/username/rss
Click Yes on the prompt to “Add this RSS Feed to Outlook?”

<
4 Favorites

Sent Items \@ Navigation to the webpage was canceled
Deleted Items 34
Drafts [16]
What you can try:
4 kelliek@etown.edu ® Retype the address.
4Inbox 3
.Brian Helm 2
Chris Meck
Chris Metzler 1
.Denise Shaiebly

.v Add this RSS Feed to Outiook?
|

You should only add subscriptions from sources you know and trust. |||

http://faci ites.etown.ed!

.Eric Heberli
4 To configure this RSS Feed, click Advag

ITAcademy 5
Jill Petronio W EETER) T
.Karen Eatherton o

.LearningServices

.Linda Macaulay 4

The RSS feed appears under the RSS folder in Outlook.
The reader opens the feed and reads a short description of the new 2 " <
information, then clicks the link to View article... SYORIES

Sent tems
Deleted Items 34
Drafts [16]

4 kelliek@etown.edu

b Inbox 3
[> Drafts [16]
I Sent Items
I Deleted Items 34
Conversation History
Junk E-mail [2]
> Outbox
4 RSS Feeds
Elizabethtown College ITS B... 10
ITS Workshops 68

Peggy McFarland

11


http://facultysites.etown.edu/username/rss

