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This guide will provide you with a basic understanding and support for your WordPress site. Please contact
Evan Sobkowicz at evan@evtikawebdesign.com with any additional questions you may have. You can find
this guide online at www.evtikawebdesign.com/wpguide. Evan Sobkowicz is the owner and designer at
Evtika Web Design, and the writer of this guide: "A Simple Guide to WordPress".
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The Menu Bar provides navigation between the different
sections of the Admin Interface.

The Menu Bar items outlined in different colors are explained in
the sections throughout the tutorial. Each item in the menu bar
will reveal a sub menu when clicked. To hide this sub menu,
click the main menu item again.

For the typical user, menu bar items like Links, and Tools are
irrelevant.
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or change settings.
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Posto

Posts is the part of your site that is somewhat like a blog. Posts can display on one page, in
chronological order. Common uses of posts include posting homework and news.

To create a new post, click the "Add New" button outlined in red on the image.

To edit or delete and existing post click on the post title in the list (outlined in blue).

Al (2) | Published (2) Search Rosts
Bulk Actions 4 [ Apply Show all dates 4 View all categories 4 | Filter E‘ 2 items
O Title Author Categories Tags L Date
() | Homework 3/1/11 Homework No Tags 2011/03/01

Published
Homework 2/28/11 Homework, Uncategorized  No Tags o 2011/03/01
Published
(J Title Author Categories Tags L] Date
Bulk Actions 4 [ Apply 2 items

Pa3e9

Pages is one of the most important components of your site. This is where you create and
edit the pages on your site.

To create a new page, click the "Add New" button outlined in red on the image.

To edit or delete and existing page click on the page title in the list (outlined in blue).

B=| Pages| aanew |

All (6) | Published (6) Search Pages
Bulk Actions s ( Apply Show all dates 4 [ Filter 6 items
) Title Author ® Date

Published
Homework 2011/03/01
Published
~] Science Class 2011/03/01
Published
~] History Class 2011/03/01
Published
~| Spanish Class 2011/03/01
Published
) Field Trips 2011/03/01
Published
Title Author ® Date
Bulk Actions 4 | Apply 6 items
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Editing pages and posts is very similar. The only difference is that posts can be assigned
categories. The image below is of a page being edited.

Page Title: The name of the page (will be displayed in the menu bar and as the title of the
page. Directly underneath the title, you can edit the URL of the page.

Upload/Insert: To upload content to your site, click the appropriate button (first for
images, last for documents). Then follow the steps in the Upload/Insert section below.

Formatting Bar & Text Input Area: To add or edit content on a page, use the Text Input
Area. To style the text (colors, sizes, alignment, etc.), use the Formatting Bar directly above
the Text Input Area.

Discussion: These check boxes allow you to decide whether to allow comments from
your visitors. (it is recommended to un-check these boxes - see the Settings > Discussion
section.

This button is extremely important. Always remember to click this
button to update the page or post you are editing. When you create a new page, it will say
“Publish’

Page Attributes: Use the "Parent” drop down menu to select a parent page for your page if
you wish. Pages with parents will appear in drop down menus under their parent. Basic
users should ignore the "Template” menu. The "Order” relates to the page’s order in the
menu bar. O is far left and anything greater is further right. Your home page should be set
as 0.

1| Edit Page addnew

{ Home Page Publish
Permalink View Page Preview Changes
Upload/insert = & 2 & Visual Status: Published Edit
Visbiity: Public Edit
ARE R ass|v ,.
Published on: Mar 1, 2011 @ 12:34 Edit
Format YU|E A~ B®& O 23 L2}
My Home Page. Move to Trash [ update ]
About Me: Page Attributes
Parent
Some stuff about me.
(no parent)
Template
Contact Me:
Default Template
Mr./Ms. Example Order
0
Need help? Use the Help tab in the upper
right of your screen.
Eath Featured Image
Word count: 20 Last edited by erricon on September 13, 2011 at 5:42 pm

Set featured Image

Discussion

Aliow comments.
Allow trackbacks and pingbacks on this page

3/6 Last Revision: 9/16/11


http://www.evtikawebdesign.com/
http://www.evtikawebdesign.com/

A Simele WordPress Guide © Buan Sobkowicz, Evtika web Vesign

Add an Image

% Pages. Ugload/Tnsevt

Once you click the Upload/Insert button
(mentioned in "Editing Pages and Posts”),
choose either the "From Computer” or the
“Media Library” tab. If you select “From
Computer,” then click “"Select Files” to upload
files from your computer. If you've already il
uploaded the media you want to insert,

choose "Media Library.

From Computer From URL| Media Library

Add media files from your computer

Choose files to upload Select Files

Once you see the item you want

x = g = to insert, click “Show." This will
@ =iNone =SlLeft =iCenter HE=Fight reveal a menu for that image or
() Thumbnail ) Medium Large (&) Full Size document. For an image, scroll
(150 x 150) (300 x 63) (940 x 198) | down and select and Alignment
Insert into Post Use as featured image Delete and a Size. Then click th_e
button to add it to the
post or page.
Ageeavance

In the Appearance section, the relevant pages are Themes, Widgets,

Themes .
Use this menu to select the theme you want to use. Most
idgets . . .
clients have a custom theme designed for them that will be pre-

Menus
selected.

Widgets: This menu is how you edit the sidebar(s) of your site.
Widgets can be dragged and dropped between the collection of widgets (left) and the
sidebar (right). A good widget to always have in your sidebar is the search widget. This is
the only page you do not need to save your changes on.

wu3e+ Collection Sideloav

Primary Widget Area
to activate them. Drag widgets back here to deactivate them and delete their settings. ) )

The primary widget area
Calendar

Search
A calendar of your site's posts 0!‘03 & OV‘OQ‘;

Ciastom Mieuis ' Recent Posts
Use this widget to add one of your custom
menus as a widget. *” Recent Comments

Meta Archives
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Header: This is where you can change the large image that is displayed on the top portion
of you pages. You can upload you own image, and crop it in the browser to the
appropriate size. Remember to save your changes with the blue button at the bottom.

Upload Image You can upload a custom header image to be shown atthe
Images of exactly pixels will be used as-is.

Choose an image from your computer:

Choose File | no file selected Upload

3Q+‘\'\n3§

In the Settings section, the relevant pages are General, Reading and Discussion.

Settings General: This page contains settings like the site title and tagline, which
are displayed at the top of every page on your site.
enera . . .

General also contains timezone settings and date format settings.
Writing

Discussion | Site Title Mr. Example

Media
Tagli
Privacy agiine An Example Teacher

Permalinks

Reading: Reading contains settings that allow you to change your front page into a regular
home page, and either create a different posts page or hide your posts page completely
(by leaving "Posts page” blank).

But wait! Before you can do this you must make sure you have already created a page
called "Home" before you can change your front page to the static page: "Home."

Front page displays (_)Your latest posts

(®)A static page (select below)

Select “Static Patje“ e ad
Frontpage: Home Page
Choose Home® = 7

Posts page: Homework A

ar

Discussion: Discussion settings seem overwhelming, but in order to make it so users can't
comment by default, all you need to do is uncheck the first three boxes.

Default article settings 7 ttempt to notify any blogs linked to from the article.
/ ‘ [ Allow link notifications from other blogs (pingbacks and trackbacks.)
Und\QCK Thete | ;J'AIIOW people to post comments on new articles

| S

(These settings may be overridden for individual articies. )
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Is something missing on your screen? Check the “Screen
Options” tab (top right corner) to see if it's hiding there. If
there’s something you don't need, you can also hide it __——Howdy,

e > N /- =
with "Screen Options (_ Screen Options )elp

g N -

Plugins: For support with plugins, please contact Evtika
Web Design to obtain specific instructions on the customized plugins used on your
website.

Contact Eutika Welb OQC}\%\A

Evtika Web Design
info@evtikawebdesign.com
www.evtikawebdesign.com
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