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Common Ground

Regardless of which you’re creating, be it a Page or a Post,
the screen you will be presented with by Wordpress will be
almost completely identical: an MS-Word-Like screen, with
the following structure;

Title - At the top of the page where the page or post title
goes.

Toolbars - Below the title where you will find the various
formatting buttons (the useful ones listed on the back of this
guide) for manipulating your text.

The Body - below the toolbar where you type the text.

The Publish Panel - with a button marked Publish, Post or
Update. You Publish a Page, You Post a Post, and you
Update both if you’ve opened an existing entry.

Differences

Pages - You'll find a panel marked Attributes beneath the
Publish panel. It is here you can select whether the page
appears in the top part of the menu, or beneath an existing
page. Select Main Page (No Parent) if you want the page to
appear at the top of the menu or make a selection from the
pages in the drop-down field of the top-level (parent) page
you want your page to appear beneath.

For example, if your site is about Food, and your new page
is called Bananas, you might select “Fruit” as the parent
page.

Posts - Beneath the Publish Panel are two additional
panels: Post-Tags and Categories. Post tags are simple
words that describe some of the content. If the post is on
Bananas, you might tag it as “Yellow”, “Long”, “Tropical”
etc. A Category is a larger description for the page, rather
like books in a library. So a fruit like a banana might fall into
the “Tropical Fruit” category, like a detective novel might fall
into the “Detective Fiction” category in a library.

Adding a Post or Page

In the Left hand side, click Posts then Add New.
OR

In the Left hand side, click Pages then Add New.
In the New Post/Page window:

e Add a title for the post

e Enter your text

e Click Post

Editing a Post or Page

In the Left hand side, click Posts.

OR

In the left hand side, click Pages.

In the screen that appears, click on the title of the post you
want to edit.

In the Edit Post window:
o Edit the things you want
e Click Update

At the top of the screen, a message will display indicating the
entry has been posted.

Kitchen Sink

To see all the formatting buttons, click

You'll now be able to fully format your text, assign headings
and do other useful things!

Linking

Sometimes you’ll want to link to another page or another
website. It’s good to do this as it helps your visitors navigate
around your site easier and find related information, which is the
whole point of the web.

CREATE A LINK TO A PAGE IN YOUR SITE

Note: make a note of the page address before doing these steps.

Select the text you want, then click il

In the window that appears, enter the address of the page you
want to link to

Then select the target: Open in this window or frame
Finally, click Insert.

CREATE A LINK TO A PAGE OUTSIDE YOUR SITE

Note: make a note of the page address before doing these steps.

Select the text you want, then click Ll

In the window that appears, enter the address of the page you
want to link to

Then select the target: Open in this window or frame
Finally, click Insert.

REMOVE A LINK

Select the text and click

Paste text from MS Word

Sometimes you’ll have already written things in MS Word. The
best way to paste text into Wordpress is by using the Paste
Text button.

Click R

In the Paste as Text window, paste the text from MS word,
then click Insert.



