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DASHBOARD 

Once yoǳΩǾŜ ƭƻƎƎŜŘ ƛƴΣ ǘƘŜ ²ƻǊŘtǊŜǎǎ άDashboardέ appears. This is your main administration άhomepageέ. At the very 

top of your Dashboard (and across every page) you will see the name of your site. In the example screenshot below (and 

throughout this documentation) the site name is άMy Siteέ. This is also hyperlinked to your site's homepage. You will also 

see the name of the person who is currently logged in (eg. Joe Blogg). Click the name or the small down-arrow next to it 

to reveal the άLog Outέ link and a link to ŜŘƛǘ ά¸ƻǳǊ tǊƻŦƛƭŜέ.  

 

On most pages, just below your Username there are a couple of small inverted tabs. One called άScreen Optionsέ and 

another called άHelpέ. Clicking either of these links will cause a panel to slide down from the top of your page. The help 

link obviously displays some help information. The Screen Options link will display various options that allow you to 

configure what is displayed on the current page. The details in this panel change depending on ǿƘŀǘ ǇŀƎŜ ȅƻǳΩǊŜ 

currently viewing. As an example, on your main Dashboard page the Screen Options allow you to set what panels you'd 

like displayed on the page and also how many columns you'd like the panels to appear across. 
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POSTS  

After clicking on the Posts menu option you'll be displayed a list of Posts that your site contains. Among the information 

displayed on the screen is the Post title, the Author, Categories, Tags, No. of Comments and either the Date Published, 

Date Scheduled or the Date the Post was Last Modified. The Posts screen will look similar to this... 

 

 

At the top of the page you can view how many Posts in total you have in your site, how many are published, Scheduled, 

in Draft or Pending. 

When hovering your cursor over each row, a few links will appear beneath the Post title.  

¶ Edit - Will allow you to edit your Post. This is the same as clicking on the Post title 

¶ Quick Edit - Allows you to edit basic Post  information such as Title, Slug, Date plus a few other options 

¶ Trash - Will send the Post to the Trash. Once the άTrashέ is emptied, the page is deleted 

¶ View - Displays the Post 
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Next to each Post title is a checkbox. This allows you to perform an action on multiple items at once. You simply check 

the Posts that you would like to affect and then from the Bulk Actions dropdown select either the Edit option or the 

Move to Trash option and then click the Apply button. The Edit option will allow you to edit the Categories, Tags, Author, 

whether to allow Comments & Pings or not, the Status and whether or not the Posts are άStickyέ. The Move to Trash 

option will move the selected items to the Trash. 

You can also filter the pages that are displayed using the dropdown lists and the Filter button. 
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PAGES  

After clicking on the Pages menu option you'll be displayed a list of Pages that your site contains. Among the information 

displayed on the screen is the Page title, the Author and either the Date Published or the Date the Page was Last 

Modified. The Pages screen will look similar to this... 

 
 

At the top of the page you can view how many Pages in total you have in your site and how many are published. 

When hovering your cursor over each row, a few links will appear beneath the Page title.  

¶ Edit - Will allow you to edit your Page. This is the same as clicking on the Page title 

¶ Quick Edit - Allows you to edit basic Page information such as Title, Slug, Date plus a few other options 

¶ Trash - Will send the Page to the Trash. Once the άTrashέ is emptied, the page is deleted 



 

 

 

  

© Eos Designs - http:// eosdesigns.com Page: 6 

 

¶ View - Displays the Page 

Next to each Page title is a checkbox. This allows you to perform an action on multiple items at once. You simply check 

the Pages that you would like to affect and then from the Bulk Actions dropdown select either the Edit option or the 

Move to Trash option and then click the Apply button. The Edit option will allow you to edit the Author, Parent, 

Template, whether to allow Comments or not and the Status of each of the checked items. The Move to Trash option will 

move the selected items to the Trash. 

You can also filter the pages that are displayed using the dropdown list and the Filter button. 
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ADDING AND UPDATING YOUR SITE CONTENT 

Adding content to your ǎƛǘŜ ƛǎ ŀƴ Ŝŀǎȅ ǇǊƻŎŜǎǎ ƴƻ ƳŀǘǘŜǊ ǿƘŜǘƘŜǊ ȅƻǳΩǊŜ ŎǊŜŀǘƛƴƎ ŀ tƻǎǘ or a Page. The procedure for 

both is almost identical. Apart from how they display on your site, which was described earlier, the main difference is 

that Posts allow you to associate Categories and Tags ǿƘŜǊŜŀǎ tŀƎŜǎ ŘƻƴΩǘΦ ²ƘŀǘΩǎ ǘƘŜ ŘƛŦŦŜǊŜƴŎŜ ōŜǘǿŜŜƴ ŎŀǘŜƎƻǊƛŜǎ 

and tags? Normally, Tags are ad-hoc keywords that identify important information in your Post (names, subjects, etc) 

that may or may not recur in other Posts, while Categories are pre-determined sections. If you think of your site like a 

book, the Categories are like the Table of Contents and the Tags are like the terms in the index. 

ADDING A NEW PAGE OR POST 

To add a new Page, click on the Pages menu option in the left hand navigation menu and then click the Add New link or 

the Add New button at the top of the page. You will be presented with a page similar to below. 

 

http://codex.wordpress.org/Posts_Categories_SubPanel
http://codex.wordpress.org/Posts_Post_Tags_SubPanel
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To add a new Post, click on the Posts menu option in the left hand navigation menu and then click the Add New link or 

the Add New button at the top of the page. You will be presented with a page similar to below. 

 

¢ƘŜ ƻƴƭƛƴŜ ŜŘƛǘƻǊ ǳǎŜŘ ǘƻ ŜƴǘŜǊ ŎƻƴǘŜƴǘ ƛƴǘƻ ȅƻǳǊ tŀƎŜ ƻǊ tƻǎǘ ƛǎ ǾŜǊȅ Ŝŀǎȅ ǘƻ ǳǎŜΦ LǘΩǎ ƳǳŎƘ ƭƛƪŜ ǳǎƛƴƎ ŀ ǊŜƎǳƭŀǊ word 

processor, with menu options that allow you to Bold ( ) or Italicize ( ) text or enter in Headings 
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( ) or bullet points ( ). You can even use most of the basic keyboard shortcuts used in other 

text editors. For example: Shift+Enter inserts line break, Ctrl+C = copy, Ctrl+X = cut, Ctrl+Z = undo, Ctrl+Y = redo, Ctrl+A = 

select all, etc. (on a Mac use the Command key instead of Ctrl). 

INSERTING AN IMAGE INTO YOUR PAGE OR POST 

To insert an image into your Page/Post, click the Add an Image button ( ). If you have Adobe Flash enabled in your 

browser, you can click the Select Files button and then choose one or more files that you'd like to upload to your site. If 

you don't have Adobe Flash enabled, click the Browser uploader link to display the traditional file browser option and 

then click the Browse button to select your file. Only one file can be selected at a time with the Browser uploader. When 

the file is selected, click the Upload button to upload the file. 

 

Once your image is uploaded, all it's properties are displayed, including Title and URL .  If you wish, at this point you can 

also add άAlternate Textά, a Caption and a Description.  

¶ Title - is displayed as a άtooltipά when the mouse cursor hovers over the image in the browser 

¶ Alternate Text - is displayed when the browser can't render the image. It's also used by screen readers for 
visually impaired users so it's important to fill out this field with a description of the image. To a small degree, it 
also plays a part in your website Search Engine Optimisation (SEO). Since search engines can't άreadέ images 
they rely on the Alt Text 

¶ Caption - is displayed underneath the image as a short description. How this displays will be dependent on the 
WordPress theme in use at the time 

¶ Description - The description is not prominent by default; however, some themes may display it 

http://get.adobe.com/flashplayer
http://en.wikipedia.org/wiki/Alternate_text
http://en.wikipedia.org/wiki/Tooltip
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By default, WordPress will create a link to the image or file when it inserts it into your page. This means that if you click 

on the image, for example, on your published Page, it will simply display in the browser window. The URL that the image 

links to is displayed in the Link URL field. Prior to inserting in your Page, you can remove this link by clicking the None 

button, which will remove the html link entirely, or you can click on the Post URL button which means that the image will 

link back to the current Page. The File URL button will use the image or file link (default). The Post URL is handy to use if 

the image you are inserting is part of the Post excerpt. This means that the whole article will be displayed if someone 

clicks on that image within the excerpt. 

You can also select how you would like the image aligned, either Left, Centered or Right aligned, using the Alignment 

radio buttons. When your image is uploaded, WordPress will also create several copies of your file at various sizes. You 

can choose which one you'd like to insert into your Page using the Size radio buttons. To insert the image at the exact 

size you uploaded, simply select Full Size. Click the Insert into Post button to insert the image into your Page/Post at the 
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current cursor location.  If you don't wish to insert the image just yet, click the Save all changes button to save any 

changes you've made and then click the small X in the top right corner of the Add an Image popup window. 

If you wish to insert an image that you uploaded earlier, click the Add an Image button again ( ). Once the popup 

window displays, click the Gallery link or the Media Library link at the top of the window. 

If the image was uploaded whilst editing the current page, the image will be contained on the Gallery page. If the image 

was uploaded whilst editing another Page/Post or uploaded through the Media Library links (accessible from the 

Dashboard), you will need to click on Media Library link at the top of this pop-up window. 

 

Once you've located your uploaded image, click the Show link to view the image properties. As per before, simply choose 

the relevant options (Link URL, Alignment, Size etc..) and if need be, update the Title, Alternate Text & Caption. Click the 

Insert into Post button to insert the image into your Page/Post at the current cursor location. 
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INSERT AN IMAGE GALLERY INTO YOUR PAGE OR POST 

WordPress has its own simple built-in Image Gallery that allows you to add multiple images to a page in one easy step. 
Only images that have been uploaded whilst working on a particular Page or Post can be inserted into the Gallery for that 
Page or Post. This is because WordPress will create and store a direct association between each uploaded image and its 
parent Page (or Post). 

To insert an image gallery into your Page/Post, click the Add an Image button ( ) and then select the Gallery tab on the 
pop-up window that is displayed. 

 

All the images that appear within the Gallery tab will be used within your Image Gallery. To reorder the images simply 

click on each row and drag it to its new position. Alternatively, enter in an order number in the small edit field at the end 

of each image row. Once your images have been arranged, click the Save all changes button to save your updates. 

Since the built-in gallery is quite simple, ǘƘŜǊŜ ŀǊŜƴΩǘ ǘƘŀǘ Ƴŀƴȅ ƻǇǘƛƻƴǎ ǘƻ ŎƘƻƻǎŜ ŦǊƻƳ ǿƘŜƴ ǎŜǘǘƛƴƎ ƛǘ ǳǇΦ 
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¶ Link thumbnails to - This sets what happens when the thumbnail image is clicked. Selecting Image File will open 
the (full size) image directly in your browser window. Selecting Attachment Page will open the image within one 
of your WordPress formatted pages. 

¶ Order images by - The order in which the images are displayed. Menu Order displays images in the same order 
as they appear on the screen. Title orders the images by title. Date/Time orders the images based on their 
upload time. Random orders them randomly. 

¶ Order - The order can be Ascending or Descending and only applies if Order images by is set to Title or 
Date/Time. 

¶ Gallery columns - Specifies the number of columns to use when displaying your thumbnail images. Ultimately, 
ǘƘƛǎ ǿƛƭƭ ōŜ ŘŜǇŜƴŘŜƴǘ ƻƴ ȅƻǳǊ ¢ƘŜƳŜ ŀƴŘ Ƙƻǿ ǿƛŘŜ ȅƻǳǊ ǇŀƎŜ ƛǎΦ LŦ ȅƻǳ ŦƛƴŘ ǘƘŜ ƎŀƭƭŜǊȅ ƛǎƴΩǘ ŘƛǎǇƭŀȅƛƴƎ ǇǊƻǇŜǊƭȅ 
after changing this number you may need to change it to another number. 

If you want to add an image to your Page/Post but ŘƻƴΩǘ ǿŀƴǘ ƛǘ to appear in the gallery, don't upload the image whilst 
working on the Page (or Post). Instead, upload the image directly to the Media Library using the Add New link under the 
Media menu option in the left hand navigation. 

INSERTING AN HTML LINK INTO YOUR PAGE OR POST 

Inserting an html link in your Page/Post to one of your own pages or another site is extremely easy. Simply click & drag 

the cursor and highlight the text that you want turned into a link and then click the Insert/edit link button ( ). As well 

as being able to insert a link to another site, you can also easily insert a link to one of your existing Posts or Pages by 

simply selecting it from a list. 
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In the popup window that is displayed, simply fill in the relevant details and then click the Add Link button: 

¶ URL - URL of the page or website that you would like to create a link to 

¶ Title - The text to display in άtooltipέ form when the cursor hovers over the link 

¶ Open link in a new window/tab - (optional) When someone clicks the link you can have it open in the same 
window (default setting) or have it open in a new browser window/tab 

If you'd like to create a link to one of your existing Posts or Pages, simply click the Or link to existing content link to 
display a list of your existing content. After clicking the Page or Post that you want to link to from the displayed list, the 
relevant details will be updated in the URL and Title fields. Click the Add Link button to create the link. 

ADDING CATEGORIES WITHIN YOUR POST 

You can use categories to define sections of your site and group related posts. The default category is άUncategorizedέ 

but this can be easily changed within your Settings. Pages cannot be associated with Categories and cannot be assigned 

Tags. You can only associate Categories and Tags to Posts. 
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There are two ways to add Categories. They can be added whilst adding or editing your Post or they can be added via the 

Categories menu option. Adding Categories whilst editing your Post, will automatically assign those Categories to your 

Post.  Adding Categories using the Categories menu option will simply add them to the list of available Categories. 

When adding or editing your Post, the Categories panel can be found just below the Format panel if your Theme 

supports Post Formats alternatively, it will reside just below the Publish panel. To add an existing Category, simply tick 

the checkbox(es) next to ǘƘŜ /ŀǘŜƎƻǊƛŜǎ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀǎǎƛƎƴ ǘƻ ǘƘŜ tƻǎǘΦ 

 

If you would like to create a new Category and assign it to the Post at the same time, click the + Add New Category link. 

¢ǿƻ ŦƛŜƭŘǎ ǿƛƭƭ ǘƘŜƴ ŀǇǇŜŀǊΦ ¢ȅǇŜ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ /ŀǘŜƎƻǊȅ ǘƘŀǘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀŘŘ ƛnto the empty input field. LŦ ȅƻǳΩŘ ƭƛƪŜ 

the new Category to have a Parent, select it from the Parent Category dropdown list. Click the Add New Category button 

when done to create the Category and automatically assign it to the Post. 

ADDING TAGS WITHIN YOUR POST 

Tags are ad-hoc keywords that identify important information in your post (names, subjects, etc) that may or may not 

ǊŜŎǳǊ ƛƴ ƻǘƘŜǊ ǇƻǎǘǎΦ ¦ƴƭƛƪŜ ŎŀǘŜƎƻǊƛŜǎΣ ǘŀƎǎ ƘŀǾŜ ƴƻ ƘƛŜǊŀǊŎƘȅΣ ƳŜŀƴƛƴƎ ǘƘŜǊŜΩǎ ƴƻ ǊŜƭŀǘƛƻƴǎƘƛǇ ŦǊƻƳ ƻƴŜ ǘŀƎ ǘƻ ŀƴƻǘƘŜǊΦ 

Pages cannot be assigned Tags and cannot be associated with Categories. You can only associate Tags and Categories to 

Posts. 

Like Categories, there are two ways to add Post Tags. They can be added whilst adding or editing your Post or they can 

be added via the Post Tags menu option. Adding Tags whilst editing your Post, will automatically assign those Tags to 

your Post.  Adding Tags using the Post Tags menu option will simply add them to the list of available Tags. 

When adding or editing your Post, the Tags panel can be found just below the Categories panel. To add an existing Tag, 

click the Choose from the most used tags link. This will display a list of previously used Tags (if available). They are 

arranged alphabetically and in άcloudέ format. That is, the more often a Tag has been used, the larger the font it is 

displayed in. To add a previously used Tag, simply click on the Tag name and it will be assigned to your Post. To add a 

new Tag, simply write the Tag or Tags (separated with commas) into the edit field and click the Add button.  Tags that are 

assigned to the Post will be displayed below the edit field. To remove a Tag from your Post, click the small 'x' icon next to 

the Tag name. 
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SETTING A FEATURED IMAGE FOR YOUR PAGE OR POST 

Some themes allow you to specify a Featured Image for your Page and Post. A Featured Image, often called a Post/Page 

Thumbnail, is usually some sort of image that is representative for that particular Page or Post. How these images are 

displayed is dependent entirely on the Theme that is currently in use. 

If your Theme allows you to set a Featured Image, the following Featured Image panel will be displayed when you're 

editing your Page or Post. If Featured Images can't be set then this panel wont be displayed. 

 

Setting your featured image is very similar to adding an image into your Page or Post. After clicking the Set featured 

image link a pop-up window will display that looks the same as the one that displays when you add an image to your 

Page/Post. You can upload a new image to use as your Featured Image or you can simply choose from one of your 

previously uploaded images. 

If you'd like to use one of your previously uploaded images, click on either the Gallery or Media Library tabs at the top of 

the pop-up window. When you've decided on the image to use, click the Show link to reveal the properties for that 

image. If necessary, you can update the Title, Alternate Text and other properties. To set the image as your Featured 

Image, select the appropriate image size using the Size radio buttons and then click the Use as featured image link next 

to the Insert into Post button. You can then close the pop-up window by clicking the small 'X' in the top right corner. 

When you return to the Post or Page edit screen your chosen image should appear in the Featured Image panel. 
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SAVING AND PUBLISHING YOUR PAGE OR POST 

Once you've added all your content to your Page/Post you have the option of Saving the Page as a Draft or Publishing the 

page. Clicking the Save Draft button will simply save your Page/Post. This is handy if you would like to come back at a 

later date to add more content or if you're simply not ready to publish yet. 
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Clicking the Publish button will save your Page/Post and publish it on your website. 

Clicking the Preview button will show you a preview of the current Page/Post. 

There are also several options available when saving. By default the άStatusέ is set to Draft but this can be changed by 

clicking the Edit link just to the right of άStatus:έ within the Publish panel. 

¶ Pending Review means the draft is waiting for review by an editor prior to publication. 

¶ Draft means the post has not been published and remains a draft for you. 

You can also change the visibility of the Page by clicking the Edit link just to the right of άVisibility:έ within the Publish 

panel. 

¶ Public is the default and means the page is viewable to all. ¢ƘŜǊŜ ƛǎ ŀƭǎƻ ŀƴ ƻǇǘƛƻƴ ǘƻ ƳŀƪŜ ǘƘŜ tƻǎǘ άǎǘƛŎƪȅέΦ 
ά{ǘƛŎƪȅέ Ǉƻǎǘǎ ŀǊŜ ǇƭŀŎŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ŀƭƭ ōƭƻƎ Ǉƻǎǘǎ ŀƴŘ ǎǘŀȅ ǘƘŜǊŜ ŜǾŜƴ ŀŦǘŜǊ ƴŜǿ Ǉƻǎǘǎ ŀǊŜ ǇǳōƭƛǎƘŜŘΦ 

¶ Password Protected allows you to assign a password to your page. Only people who have the password will be 
able to access the page. 

¶ Private hides the content from the public completely. Normal users and visitors will not be aware of private 
content. You will only see the private content when you are logged into your WordPress blog. 

By default, when you click the Publish button your Page/Post is published immediately. To change this, click the Edit link 

just to the right of άPublish immediatelyέ within the Publish panel. You can then select the date & time that you'd like to 

schedule your Page/Post to be published. You must also click the Publish button when you have updated the date & time 

fields to publish at the desired date and time. 
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CATEGORIES 

You can use categories to define sections of your site and group related posts. The default category is άUncategorizedέ 

but this can be easily changed in your Settings. Pages cannot be associated with Categories. You can only associate 

Categories to Posts. 

There are two ways to add Categories. They can be added whilst adding or editing your Post or they can be added via the 

Categories menu option. Adding Categories whilst editing your Post, will automatically assign those Categories to your 

Post.  Adding Categories using the Categories menu option will simply add them to the list of available Categories. 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ /ŀǘŜƎƻǊƛŜǎ ƳŜƴǳ ƻǇǘƛƻƴ ȅƻǳΩƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ŀ ƭƛǎǘ ƻŦ /ŀǘŜƎƻǊƛŜǎ ǘƘŀǘ ƘŀǾŜ ŀƭǊŜŀŘȅ ōŜŜƴ ŀŘŘŜŘ 

along with some blank fields that allow you to add a new Category. 
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To add a new Category, fill in the blank fields and then click the Add New Category button: 

¶ Name - The name is how it appears on your site 

¶ Slug - The άslugέ is the URL-friendly version of the name. It is usually all lowercase and contains only letters, 
numbers, and hyphens 

¶ Parent - Categories, unlike tags, can have a hierarchy. You might have a Jazz category, and under that have 
children categories for Bebop and Big Band. Totally optional. To create a subcategory, just choose another 
category from the Parent dropdown. 

¶ Description - The description is not prominent by default; however, some themes may display it 

Once you add a new Category it will appear in the list of Categories on the right side of the screen.  

When hovering your cursor over each row in the list of Categories, a few links will appear beneath the Category name.  

¶ Edit - Allows you to edit the Category properties such as Name, Slug, Parent & Description 

¶ Quick Edit - Allows you to quickly edit the Category Name and Slug 

¶ Delete - Deletes the Category permanently from the list of Categories. After clicking Delete you will be 
prompted to confirm your choice. Click OK to delete the Category or Cancel ƛŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŘŜƭŜǘŜ ƛǘΦ 

¶ View - This will list all the Posts that are currently using this Category 

If you would like to permanently delete numerous Categories at once, click the checkboxes next to the Categories you 

would like to delete and then choose Delete from the Bulk Actions dropdown list at the top of the page. After selecting 

Delete, click the Apply button to immediately delete the selected Categories (you will not be prompted to confirm your 

choice). 

Deleting a Category does not delete the posts in that Category. Instead, posts that were only assigned to the deleted 

Category are set to the default Category, which is set to Uncategorized by default. The Default Post Category can be 

configured within the Settings > Writing section. 
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MEDIA LIBRARY 

The Media Library is where you can find all the files that you've uploaded. The most recent uploads are listed first. The 

list of files contains a small thumbnail version of the image, the file name and the type of file (jpg, txt, etc..), the name of 

the Author who uploaded the file, the Page or Post which the image was uploaded on and the date the file was 

uploaded. 

 

When hovering your cursor over each row, a few links will appear beneath the file name.  

¶ Edit - Allows you to edit the file properties such as Title, Caption & Description. This is  

¶ Delete Permanently - Deletes the file permanently from the Media Library 

¶ View - Will take you to the display page for that file. 

VIEWING A FILE IN THE MEDIA LIBRARY 

To view a file, hover the cursor over the particular row that contains the file name and click the View link. if the file is an 

image, you'll see a larger version of the image. If the file was another type of file such as a text file, you'll simply see a link 

to that file. Click the link to view the file. 
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ADDING A FILE TO THE MEDIA LIBRARY 

To add a new file to the Media Library, click on the Add New link in the left hand navigation menu or the Add New button 

at the top of the page. You will be presented with a page similar to the popup window that is displayed when uploading a 

new image in your Post or Page. 

If you have Adobe Flash enabled in your browser, you can click the Select Files button and then choose one or more files 

that you'd like to upload to your site. If you don't have Adobe Flash enabled, click the Browser uploader link to display 

the traditional file browser option and then click the Browse button to select your file. Only one file can be selected at a 

time with the Browser uploader. When the file is selected, click the Upload button to upload the file. 

 

Once your image is uploaded, all it's properties are displayed, including Title and URL .  If you wish, at this point you can 

also add άAlternate Textά, a Caption and a Description.  

¶ Title - is displayed as a άtooltipά when the mouse cursor hovers over the image in the browser 

¶ Alternate Text - is displayed when the browser can't render the image. It's also used by screen readers for 
visually impaired users so it's important to fill out this field with a description of the image. To a small degree, it 
also plays a part in your website Search Engine Optimisation (SEO). Since search engines can't άreadέ images 
they rely on the Alt Text 

¶ Caption - is displayed underneath the image as a short description. How this displays will be dependent on the 
WordPress theme in use at the time 

¶ Description - The description is not prominent by default; however, some themes may display it 

 

http://get.adobe.com/flashplayer
http://en.wikipedia.org/wiki/Alternate_text
http://en.wikipedia.org/wiki/Tooltip
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Once the file is uploaded, simply click the Save all changes button. 

EDITING THE FILE PROPERTIES 

To edit the file properties of an existing file, hover the cursor over the particular row that contains the file name and click 

the Edit link. Update the Title, άAlternate Textά, Caption and Description as necessary. 

http://en.wikipedia.org/wiki/Alternate_text
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¶ Title - is displayed as a άtooltipά when the mouse cursor hovers over the image in the browser 

¶ Alternate Text - is displayed when the browser can't render the image. It's also used by screen readers for 
visually impaired users 

¶ Caption - is displayed underneath the image as a short description. How this displays will be dependent on the 
WordPress theme in use at the time 

¶ Description - A description of the image used simply within WordPress 

Once the file properties are updated click the Update Media button to save your changes. 

http://en.wikipedia.org/wiki/Tooltip
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COMMENTS 

Comments are a feature of blogs which allow readers to respond to Posts. Typically readers simply provide their own 

thoughts regarding the content of the post, but they may also provide links to other resources, generate discussion, or 

simply compliment the author for a well-written post. Comments allow you to interact more with your site visitors as 

well as generate feedback on your Posts. 

Comments can be controlled and regulated through the use of filters for language and content, and if you prefer, can 

also be queued for approval before they are visible on the web site. This is useful in dealing with comment spam. 

When you click on the Comments ƳŜƴǳ ƻǇǘƛƻƴΣ ȅƻǳΩƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ǘƘŜ ŎƻƳƳŜƴǘǎ ƻƴ ȅƻǳǊ ǎƛǘŜΦ 

 

At the top of the screen there are links that allow you filter the comment list to only show the comments that are 

Pending, Approved, Marked as Spam or that are in the Trash. The number in brackets will advise how many there are for 

that particular type. 

As well as the standard settings that allow you to manage your comments, the default WordPress install comes with an 

excellent Plugin that helps to filter out Spam from your comments. This Plugin is called Akismet. After άactivatingέ the 

Akismet plugin, you need to supply it with an API Key. You can grab an API key and find out more information on the 

Akismet website. 

When hovering your cursor over each row in the list of Comments, a few links will appear beneath the comment.  

¶ Unapprove/Approve - Allows you to unapproved the comment. This will stop it displaying on your site. If the 
comment is already unapproved then this link will change to Approve, to allow you to approve the comment. 

http://codex.wordpress.org/Comment_Spam
http://akismet.com/
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¶ Reply - Allows you to write a reply comment 

¶ Quick Edit - Allows you to quickly edit the ŎƻƳƳŜƴǘŜǊΩǎ bŀƳŜΣ 9Ƴŀƛƭ ƻǊ ¦w[ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ŀŎǘǳŀƭ ŎƻƳƳŜƴǘ 

¶ Edit - !ƭƭƻǿǎ ȅƻǳ ǘƻ ŜŘƛǘ ǘƘŜ ŎƻƳƳŜƴǘŜǊΩǎ bŀƳŜΣ 9Ƴŀƛƭ ƻǊ ¦w[ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ŀŎǘǳŀƭ ŎƻƳƳŜƴǘ. It also allows you 
to mark the comment as either Approved, Pending or Spam and change the Date & Time 

¶ Spam - Allows you to mark the comment as Spam 

¶ Trash - Allows you to mark the comment as Trash. From there, you can either restore it, if you made a mistake, 
or delete it permanently 

If you would like to change the status of numerous Comments at once, click the checkboxes next to the Comment(s) you 

would like to change and then choose either Unapprove, Approve, Mark as Spam or Move to Trash from the Bulk Actions 

dropdown list at the top of the page. After selecting the appropriate option, click the Apply button.  

REPLYING TO A COMMENT 

To respond to a comment that someone has written on one of your Posts, simply hover the mouse over the comment 

and click the reply link when it appears. An edit field will then appear beneath the comment where you can type your 

reply. 

 

When you've written your comment, click the Reply button or alternatively, click Cancel to stop replying and cancel your 

editing. 



 

 

 

  

© Eos Designs - http:// eosdesigns.com Page: 27 

 

The editor that appears when replying or editing a comment (using either the Reply, Quick Edit or Edit links) is much like 

the editor when creating or editing a Page or Post, only not as intuitive. At the top of the editor there are numerous 

formatting buttons. These buttons provide you with basic HTML formatting capabilities when composing a new reply 

comment or editing an existing comment. 

  

EDITING A COMMENT 

There are two ways to edit a comment. Once you hover over an individual comment you can click the Quick Edit link or 

the Edit link. Both perform a similar function except that the Edit option also allows you to mark the comment as either 

Approved, Pending or Spam and change the Date & Time. 

QUICK EDIT 

Clicking Quick Edit will replace the comment with an editor that allows you to update the comment, the comment 

authors name, email address and URL. 

 

Once you have finished, click Update Comment to save your changes or click Cancel to cancel your changes and return to 

the list of comments. 

EDIT  

Clicking Edit will display the editor on a new page. Like the Quick Edit option, you can update the comment, the 

comment authors name, email address and URL. The Edit option also gives you the ability to set the comment Status and 

change the comment Date & time. The comment status can be set to Approved, Pending or Spam. You also have the 

option to move the item to the Trash by clicking on the Move to Trash link. 
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You can also change the date and time that the comment was submitted by clicking on the Edit link next to the date & 

time. After clicking Edit, several fields appear below the original date & time. Update the fields if required and click the 

OK button to save the new date & time. 

Once you have finished updating the comment, click the Update Comment button to save your changes. If you want to 

cancel your changes, click the browser "Back" button or click on the Comments menu option to return to the list of 

comments. 

UNAPPROVING AND APPROVING COMMENTS 

If an inappropriate comment has been submitted, you may wish to Unapprove it. This will stop the comment from 

displaying on your site. Unapproved comments will displayed with a yellow background within your list of comments. 

Hovering your cursor over the comment will display an Approve link instead of an Unapprove link. 

 

MARKING COMMENTS AS SPAM AND TRASH 

If a Spam comment has been posted to your site you can mark it as Spam simply by hovering your cursor over the 

comment and clicking the Spam link. 

If you simply want to remove a comment, hover your cursor over it and click the Trash ƭƛƴƪΦ ¢ƻ άŜƳǇǘȅέ ǘƘŜ ¢ǊŀǎƘΣ ŎƭƛŎƪ 

on the Trash link at the top of the page to display all the comments that have been marked as Trash. This link should be 















http://en.wikipedia.org/wiki/Avatar_%28computing%29
http://gravatar.com/



