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OnceydzQ@S f 233 SR AYaEhbdard &pearg N iis Ndbiraniain administratidlomepagé. At the very

top of your Dashboard (and across every page) you will see the name of yolm #ike example screenshot beldand
throughout this documentatioythe site name igMy Sit&. This is also hyperlinked to your sgdhomepage. You will also
see the name of the person who is currently loggetem Joe Blogglick the name or the smalbwn-arrow next to it

to reveal thedLog Ouflink and alinkaSRA G &, 2dzNJ t NP FTAf S¢

@ My Site

£ Dashboard

Home
Updates
D n This is the name of your site
It's also linked to your hompage
54 Media = e
@ Links 29 Posts 28 Comments
Pages 11 Pages 28 Approved
CJ Comments 52 Categories O Pending
49 T: S
[Ed Appearance 49 Tage £ St
,5///' Plugins Theme Twenty Eleven with 0 Widgets
&, Users You are using WordPress 3.2
T! Tools
Recent Comments
Settings
Incoming Links
Plugins
Most Popular

ourSTATS Widget (Install)
create a widget for the ourstats.de counter service

Newest Plugins
Pancakes (Install)
Pancakes

Recently Updated
Limit Read (Install)

Restrict access to read a post or page on your writing with the
Facebook Likes Button.

Howdy, Joe Blogg

Screen Options Help

QuickPress

This is the name of the person

Title who is currently logged in

Uploadiinsert [=] (8 B &

Content
Tags
Save Draft Reset m
Recent Drafts

There are no drafts at the moment

WordPress Blog

Other WordPress News
Publisher Blog: VentureBeat now on WordPress.com VIP

Alex King: Use Scontent_width to Set Width of oEmbeds in
WordPress

Weblog Tools Collection: WordPress Plugin Releases for 6/16
Weblog Tools Collection: WordPress 3.2 RC1 Released

Weblog Tools Collection: WordPress Theme Releases for

6/14

On most pages, just beloyour Usernamehere area couple of small inverted tabs. One calé&treen Optioresand

another calledHelgE. Clicking either of these links will cause a panel to slide down from the top of your hageelp

link obviously displays some help information. The Screen Options link will display various options that allow you to
configure what is displayed on tlwairrentpage. The details this panel change dependimmg K G LJ- 3S & 2 dzQNB
currently viewingAs an example, oyour mainDashboard page the Scre@ptions 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 orthe screen is the Post title, the Author, Categories, Tidgspf Comments and either the Date Published,
Date Scheduled or the Date the Post was Last Modified. The Posts screen will look similar to this...

{2} Dashboard (W) My Site Howdy, Joe Blogg i
s £ Screen Options Help
5 Posts  adten
All Posts -
Add New All (24) | Published (22) | Sticky (1) | Scheduled (1) | Draft (1) | Trash (1 SearchRosls
Categories
Acti i i Filt
S Bulk Actions (=] [=] viewall categories (=] Ij
Media Advises total no. of Posts, how (=] 24items T jor2 e
T many are Published, Sticky, : - - 5 3
& Links Fl Title Scheduled, in Draft or the Trash ags ate
] Pages [F] Scheduled Post Chip Bennett Uncategorized No Tags 2030/07/27
= Scheduled
L) Comments
[F] Draft Post - Draft Chip Bennett Uncategorized No Tags 2010/07/127
Appearance Last
[y/V Rt Modified
[F[] Readability Test Chip Bennett CatA chattels, privation 2008/09/05 g
& Users Edit | Quick Edit | Trash | View Published
‘N Tools [[] Layout Test- Sticky Chip Bennett aciform, CatA, CatB, tag1,tag2, tag3 2008/09/04
) . , Sub Published
Settings Hovering the cursor over each
EEELENTERCE S row will show you various tegorized No Tags 2008/09/03
options you can perform Published
[F] Post Format Test: Gallery - Gallery Chip Bennett Uncategorized Post Formats 2008/06/10
Published
[[] Post Format Test: Aside - Aside Chip Bennett Uncategorized Post Formats 2008/06/09
Published
[F] Post Format Test: Chat Chip Bennett Uncategorized Post Formats 2008/06/08
Published
2 » Uncategorized Post Formats 2008/06/07
Perform actions on mulitple Posts at once : s
by selecting the appropriate checkboxes &
then choosing an action from the Bulk Uncategorized Post Formats 2008/06/06
Actions dropdown & clicking Apply Published
Uncategorized Post Formats 2008/06/06
Published

At the top of the page you can view how mapgsts 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 clickirthe 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 tiieask is emptied, the page is deleted

= =4 =4 =2

View - Displays the Post
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Next to each Poditle is a checkbox. This allewou 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 eithEdttwption or the

Move to Trasloption and then clickhe Applybutton. The Edit option will allow you to edit the Categories, TAgthor,
whether to allow Comments & Pings or not, the Status and whether or not the PosiStizke¢. TheMove to Trash
option willmove the selected items to the Trash.

You @an also filter the pages that are displayed using the dreyputists and the Filter button.
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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 Rdtifle, the Author and either the Date Published or the DateRage was Last

Modified. The Pages screen wdbk similar to this...

{2} Dashboard @ My Site

. 5

& Posts lir‘ Pages Addnew

5 Media
@w Link All (11) | Published (10) | Draft (1

INKs

{8 Pages Bulk Actions (=] - [=] [ Filter
All Pages F Tite Advises total no. of Pages &
P how many are Published or in
= [F] About The Tests [MBIE}id

L) Comments

Appearance [[] Clearing Floats
ﬁ Plugins

oo ] Level1

o Edit | Quick Edit | Trash | View

T4 Tools EF] —Level2

petings Hovering the cursor over each

LR row Will show you various

options you can perform

[F] Lorem Ipsum
[F[] Page with comments
[F] Page with comments disabled

[[] Parent page

Perform actions on mulitple Pages at once
by selecting the appropriate checkboxes &

then choosing an action from the Bulk
Actions dropdown & clicking Apply

[F] Title

Bulk Actions [« [ Apply

Author

Chip Bennett

lan Stewart

Chip Bennett

Chip Bennett

Chip Bennett

Chip Bennett

Chip Bennett

Chip Bennett

Chip Bennett

Chip Bennett

Chip Bennett

Author

Howdy, Joe Blogg 2

Screen Options Help

Search Pages
11 ifems

@ Date

2010/07125
Published

2010/08/01
Published

200711211
Published

2007121
Published

200711211
Published

m

2007/09/04
Published

2007/09/04
Published

2007/09/04
Published

2007/09/04
Published

2007/09/04
Published

2007/09/04
Last
Modified

L Date

11 items

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

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

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

1 Quick Edit Allows you to edit basic Page information such as Title, Slug, Data fa@wsother options

1 Trash- Will send the Page to the Trash. Once @ifieaslt is emptied, the page is deleted

© BEosDesigns http:// eosdesigns.com
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1 View- Displays thé*age

Next to each Page title is a checkbox. This aljow to perform & action on multiple items at onceXou simply check
the Pages that you would like to affect and then from the Bulk Actions dropdown select eitheditioption or the
Move to Trasloption and then click thé&pplybutton. The Edit option will allow you to edit theuthor, Parent,
Template, whether to allokComments or noandthe Status of each of the checked iterfifieMove to Trastoption 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 ANDJPDATING/OUR SITEONTENT

Adding contenttoyoud A i S Aa Iy Shkae LINRPOS&a vy 2 orvPagé BhepracedSréfirS NJ & 2 d.
both is almost identicalApart from how they display on your sjtehich was described earlieh& main difference is

that Postsallow you toassociateCategorieandTags K SNBF 4 t+ BSGAQR2§RE PRATFSNBY OS 06 S
and tags? Nonally, Tags are aldoc keywords that identify important information in your Post (hames, subjects, etc)

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

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

ADDING A NEW PEGR POST

To add a newPage, click on th®agesnenu option in the left hand navigation menu and then click Alel Newlink or
the Add Newbutton at the top of the pageYou will be presented with a page similar to below.

Dashboard ® My Si o Howdy, Joe Bl
it Desiiboes i My Site This is where you enter your Wi AR Hioga
o Page title Screen Options Help
N

Fosts Add New Page
(25 Media
& Links : Publish
I8 Pages Save Draft Preview
All Pages : y
e Uploadiinsert [ &1 A & Visual  HTIIL Status:Draft Eoit

= e o o g Visibility: Public Edit
CJ Comments B I |%elic=|i=|| E|=(Z| | e = |V B = y
_ = Publish immediately Edit
Paragraph | U = A~ @ W Q =3 9 ¢ @

Appearance

£ Plugins Move to Trash m
Your Page can be styled using the various

4 Users menu bar buttons. These buttons are also

T} Tools used to add links, upload & insert images, Once your content is added, you
media files & other documents. Using the can publish your Page or save it

Settings Visual & HTML tabs, you can switch between as a draft

the Visual editor or the HTML editor.

Template

Default Template  []
Order
0

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

- Featured Image
Fap This is the Editor where your

= R i fi i
Word count: 0 Page content is added e
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To add a new Post, click on tRestsmenu option in the left hand navigation menu and then click Alaiel Newlink or
the Add Newbutton at the top of the page. You will be presented with a page sinalaelow.

(&} Dashboard

All Posts
Add New
Categories
Post Tags

Media

@ Links

[l Pages

CJ Comments
Appearance
& Plugins

&, Users

T4 Tools
Settings

<) Coliapse menu

¢t KS

processor with menu options that allow you tBold (

@ My Site

57 Add New Post

abae fitla ara
enter tte nere

Upload/insert & (1 A
B || el == 66| =

Paragraph ~ U

i
>
4

This is where you enter your
Post title

Your Post can be styled using the various

menu bar buttons. These buttons are also
used to add links, upload & insert images,
media files & other documents. Using the

Visual

Visual & HTML tabs, you can switch between
the Visual editor or the HTML editor.

Path: p
Word count: 0

2yt AYS SRAG2NI dza SR

Post content is added

g2

SYGSNI 02y idSyl

This is the Editor where your

) or ltalicize(

HTML

Once your content is added, you
can publish your Post or save it
as a draft

Move to Trash

Howdy, Joe Blogg v =

Screen Options ¥  Help ¥

Publish

Preview

Save Draft
Status: Draft Edit
Visibility: Public Edit
[21] Publish immediately Edit

@ Link

@ Gallery
@ Status
© Quote
) Image

Categories

All Categories Most Used

aciform
sub

antiquarianism L4

arrangement

asmodeus

Blogroll

broder

buying

CatA

CatB )

i »

+ Add New Category

Post Tags
Add
Separate tags with commas

Choose from the most used tags

Featured Image

Set featured image

Ayi2

) text or enter in Headings

&dzNJ t

© BEosDesigns http:// eosdesigns.com
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Paragraph v = = . .
( ) or bullet points( ). You can even use most of the basic keyboard shortesasglin 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. (omMac use the Command key insteadGifl).

INSERTING AN IMAGETDYOURPAGEOR POST

To insert an image into your Pagest, click theAdd an Imagédutton (E]). If you haveAdobe Flaskenabled in your

browser, you can click thgelectHlesbutton and then choose one or more files that you'd like to upload to your site. If
you don't have Adobe Flash enabled, clickBrewser uploadelink to display the traditional file browseption and

then click tke Browsebutton to select your file. Only one file can be selected at a time with the Browser uploader. When
the file is selected, click thdploadbutton to upload the file

Add an Image

Click Select Files to choose
which files you wish to upload

From Computer  FromURL Medi

Add media files from yé

Choose files to upload Select Files

Maximum upload file size: 32MB
You are using the Flash uploader. Problems? Try the Browser uploader instead.
After a file has been uploaded, you can add tittes and descriptions,

If you don't have Adobe Flash
enabled, click the Browser
uploader link

Once your image is uploaded, all piopertiesare displayedincludingTitleand URL . If you wish, at this point you can
also adddAlternate Text, a Caption and a Description.

1 Title - is displayed as @ooltipdwhen the mouse cursor hovers over the image in the browser

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

1 Caption-is displayed underneath the image as a short description. How this displape wépendent on the
WordPress theme in use at the time

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

© BEosDesigns http:// eosdesigns.com Page9
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Add an Image

From Computer  From URL Media Library

Add media files from your computer

Choose files to upload Select Files

Maximum upload file size: 32MB
You are using the Flash uploader. Problems? Try the Browser uplcader instead.

After a file has been uploaded, you can add tittes and descriptions.

File name: maddie-8wks.jpg
File type: image/jpeg
Upload date: June 19, 2011 x 3
Update the image properties by
Dimensions: 600 x 390 filling in the Title, Alternate Text,

o Caption & Description

Title * maddie-8wks

Alternate Text Maddie at 8 wks of age
Alt text for the image, e.g. "The Mona Lisa”

Caption

Description

Link URL http:/fyour-site-name.com/?attachment_id=707

None File URL Post URL
Enter a link URL or click above for presets.

Alignment @ = None ©@™=Left © ™ Center © =Right

Size © Thumbnail © Medium Large © Full Size
(150 x 150) (300 x 195) (600 x 390)

Insertinto Post Use as featured image Delete
Use the Radio Buttons to select
image alignment and the size
Save all changes YOU’d like to insert

By defaultWordPress wiltreate a link to the imager file when it inserts it into your page. This ares that if you click

on the image for examplepn your published Page, it will simply display in the browser window. The URL that the image
links to is displayed in thieink URIield. Prior to inserting in your Paggpu can remove this link by clickitige None

button, which will remove the html link entirely, or you can click onRest URbutton which means that the image will

link back to the current Page. TRéde URbutton will use theimageor file link (default). Th@ost URIs handy to usefi

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

You canalsoselect how you would like the image aligned, either L@énered or Right aliged, using the Alignment
radio buttons. When your image is uploaded, WordPreiflsalso createseveral 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 timagaandt

size you uploaded, simply selétll SizeClick thdnsert into Posbutton to insert the image into youPagegPostat the

© BEosDesigns http:// eosdesigns.com Pagel10
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current cursor locationlf you don't wish to insert the image just yet, click thave all changdsutton to save any
changes you've made and then click the sriXai the top right corner of thé\dd an Imaggopup window.

If you wish to insert an image that you uploaded earlier, clickitié an Imagédutton again(D). Once the popup
window displays, click the Gafjelink or the Media Library linkt 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 Mediayibrks (accessible from the
Dashboard), you will need to click on Media Library link at the top of thisupopindow.

Add an Image
From Computer From URL Gallery (2} Media Library

All Tabs: Show Sort Order: Ascending | Descending | Clear

Click the Gallery or Media Library
tabs to select a previously
uploaded image

File name: Awwww.jpg
File type: image/jpeg
Upload date: June 19, 2011 = %
~ Update the image properties by
.u Dimensions: 500 x 325 filling in the Title, Alternate Text,
r— Caption & Description

Title * o Awwww

Alternate Text OMG Look at the cute baby porcupine!
Alt text for the image, e.g. "The Mona Lisa”

Caption

Description

Link URL http:/fyour-site-name.comiwp-content/uploads/2011/06/Awwww.jpg

None File URL Post URL
Enter a link URL or click above for presets.

Alignment © = None @©™=Left © ™ Center © ==Right

Size © Thumbnail © Medium Large © Full Size
(150 % 150) (300 x 195) (500 % 325)

Insertinto Post Use as featured image Delete

Use the Radio Buttons to select
x maddie-8wks image alignment and the size
Click Insert into Post to insert you'd like to insert
the image at the current cursor
Save all changes position in your Page or Post

Once you've located your uploaded image, clickShewlink to view the image propertieg\s per before, simply choose
the relevantoptions (Link URL, Alignment, Size etng if need be, update th€itle, Alternate Tex®& Caption Qick the
Insert into Posbutton to insert the image into yourdggPostat the current cursor location.
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INSERT AN IMAGE GERL INTO YOUR PAGERDST

WordPress has its owsimplebuilt-in Image Gallery that allows you to add multipleages to a page in one easy step.

Only images that havieeen uploaded whilst working on a particular Page or Post can be insertetthé@®allery 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 arimagegalleryinto your Page/Post, click thidd an Imagéutton (E]) and then select the Gallery tab on the
pop-up window that is displayed.

From Computer From URL Gallery (9) Media Library

All Tabs: Show Sort Order: Ascending | Descending | Clear

Media Click on the Gallery tab to Actions
access the Image Gallery settings
W maddie-8wks

maddie-1

disney-2

&

space-shuttle-2 Click and drag each row to
reorder the images in your
space-3 Gallery

space-1
disney-3
Awwww

space-shuttle-3

i
¢
B
ﬁ
e
i

After reordering your images,
Save all changes remember to click Save all
changes to save your updates

Gallery Settings

Link thumbnails to: © Image File @ Attachment Page
Order images by: Menu order [E]
Order: @ Ascending © Descending

Gallery columns: 2 [=]

Select your Image Gallery
insertgalisry settings and then click Insert
Gallery to insert into your page

All the images that appear within the Gallery tab will be used within your Image Gallery. To reorder the images s
click on each row and drag it to its new position. Alternatively, enteniordernumber in the small edit field at the end
of each image row. Once your images have been arranged, cliSatheall changdsutton to save your updates.

Since the bilt-in gallery is quite simplgj K SNB | NBy Qi GKFd YIlye 2LWGA2ya (2 OK2?2
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9 Link thumbnails to- This sets what happens when the thumbnail image is clicked. Seléutiagg Filevill open
the (full size) image directly in your browseindow. Selectind\ttachment Pagevill open the image within one
of your WordPress formatted pages.

1 Order images by Theorder in which the images are display&denu Ordedisplays images in the same order
as they appear on the screehitle orders theimages by titleDate/Timeorders the images based on their
upload time.Randonorders them randomly.

1 Order- Theorder can beAscendingr Descendingnd only applies ©rder images bis set toTitleor
Date/Time

1 Gallery columns Specifies the numbesf columns to use when displaying your thumbnail images. Ultimately,
GKAA gAff 0S RSLISYRSyld 2y @2dz2NJ ¢KSYS IyR K2g 6ARS
after changing this number you may need to change it to another number.

If you want to add an image to your Page/Post B2 y Q (i tasalppéar in theigallerydon't upload the image whilst

working on the Page (or Postipstead, upload the image directly to the Media Library usingtithe Newlink under the
Mediamenu optionin theleft handnavigation.

INSERTING AN HTMINKIINTO YOURAGEOR POST

Inserting an html link in youPagdPostto one of your own pages or another site is extrenedgy. Simplglick &drag
the cursor and highlight the text that you want turned into a link and then clickrtbert/edit linkbutton (‘é@ ). As well
as being able to insert a link to another site, you can also easily insert a link to one of your Existsog Pagesy

simply selecting it from a list.
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Fill in the URL and Title that
you'd like to create a link to and
then click Add Link

Insert/edit link

Enter the destination URL
URL http//

Title

[] Open link in a new window/tab

Or link to existing content

Search

No search term specified. Showing recent items. &

Image Gallery PAGE E‘
If you'd like to insert a link to Clearing Floats pace ||
one of your existing Pages or
Posts, select the relevant item
from the list Readability Test 2008/09/05

Layout Test 2008/09/04

About The Tests PAGE

Images Test 2008/09/03

o
P om e d e A Tk Al PR

Cancel Add Link

In the popup window that is displayed, simply fill in the relevant degait then click théddd Linkbutton:

1 URL-URL of the page or website that you would like to create a link to
1 Title- The text todisplay indtooltipé form when the cursor hovers over the link

1 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 ceate a link to one of your existing Psst Pages, simply click ti@r link to existing contedink to
display a list of your existing content. After clicking the Page or Post that you want to fiokntthe displayed listthe
relevant details will b updated in theJRLand Titlefields. Click thé\dd Linkbutton to create the link.

ADDING CATEGORMSEHIN YOUROST

You can use categories to define sections of your site and group related posts. The default catégurstegorized
but this can be easilghangedwithin your Sttings Pages cannot be associated with Categories and cannot be assigned
Tags You can onlgssociateCategories and Tags Posts.
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There aregwo ways to add Categories. Thegn beaddedwhilst adding oediting your Post or they cebe added via the
Categoriesnenu option.Adding Categories whilst editing your Post, will automatically assign those Categories to your
Post. Adding Categoriesingthe Categoriesnenu optia will simply add them to the list of available Categaries

When adding or editing your Post, the Categories panel can be found just beldvothmatpanelif your Theme
supports Post Formats alternatively, it will reside just below the Publish p&oeldd an existing Category, simipti
the checkbox(es) nextivt KS / F 1 SIA2NASa @2dzQR tA1S G2 lFaaArdy G2 GKS t:

; A 5 Cat i
Mrs. Darling first heard of Peter when she was tidying up her children's -
minds. It is the nigh am.Q neaaod maoth hildren are All Categories Most Used

To add an existing Catego;y, tick the

asleep to rummg € 2

i_ BN checkbox(es) next to the appropriate Ca:"‘ E
b Categories to assign them to the Post i ackorm 3
during the day. [[] sub

[] antiquarianism

arrangement
Path: O g

3 [[] asmodeus
Word count: Draft saved at 5:08:29 pm. Last edited by Joe Blogg on June 19, 2011 at
820 12:52 am [E) Blogrol
[] broder
[ buying
[F]CatB b

+ Add New Category

To add a new Category, click the + Add New
Category link and type in the Category

name. Select the Parent Category from the
list if appropriate. Click the Add New
Category button to assign it to the Post Add New Category

— Parent Category — (=]

If you would like to create a new Category and assign it to the Post at the same time, clickddeNew Categofink.

¢tg2 FTASEtRa gAff GKSY | LIISENID ¢ @& LIS nidth&Sempty inpbt fiedE T (§ B8 dzQR (i 62
the new Category to have a Parent, select it from Bagent Categorgropdown list. Click thédd New Categoryutton

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

ADDING TAGWITHIN YORPOST

Tags are athoc keywords that identify important information in your post (names, subjects, etc) that may or may not
NBOdzNJ Ay 20KSNJ LRadGad ! yitAalsS OFiGSaA2NASas GF3a KIFGS y2 ¢
Pages cart be assigned Tagsdcannot ke 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 théostTagsmenu option. Adding Tags whilst editing your Post, will automatically assign those Tags to
your Post. Adding Tags using fast Tagsnenu option will simply add them to the list of available Tags.

When adding or editing your Post, thegganel carbe found just below the&Categoriepanel. To add an existirkag

click theChoose from the most used tagsk. This will display a list of previously used Tags (if available). They are
arranged alphabetically and @zlouck format. That is, the more ofin 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 fietticdntheAddbutton. Tags that are
assigned to the Post will be displayed below the edit field. To remove a Tag from your Post, click théicomatiext to

the Tag name.
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Post Tags

To add a new Tag, write the Tag or Tags
(separated with commas) into the edit field
& then click the Add button to assign it to

the Post

Add

Separate tags with commas

chattels privation

Choose from the most used tags

chattels cienaga claycold crushing dinarchy
doolie enerqumen ephialtes eudiometer

figuriste habergeon hapless hartshorn hostility
impregnability impropriation knave misinformed 35
moil mornful outlaw pamphilet pneumatics

portly portreeve PoSt

To add an existing Tag, click the Choose Formats secotoncy privation
from the most used tags link and click the programme psychological puncher ramose

appropri?te Tag O'r TagS from the llSt to renegade retrocede stagnation unhorsed tagl
automatically assign it to the Post

tag2 tag3 thunderheaded unculpable withered

brandnew xanthopsia

SETTING A FEATURKMBGE FOR YOUR PAGERDST

Some themes allow you to specify a Featured Image for your Page and Post. A Featured Imagalledta 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 Featurecdrg, 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.

tristique non, lacinia quis, eros. If your Theme allows Featured
Images you can set it by clicking

Cras volutpat, lacus quis semper pharetra, nisi enim digniqealaelam (Zu L8 ilelel=atlg) e

sollicitudin quam ipsum vel mi. Sed commodo urna ac urna. Nullam e

Ip tab in the upper right

tortor. Curabitur sodales scelerisque magna. Donec ultricies tristique pede. Buatired Tihsge

Nullam libero. Nam sollicitudin felis vel metus. Nullam posuere molestie

& i e ) i Set featured image
metus. Nullam molestie, nunc id suscipit rhoncus, felis mi vulputate lacus, a

ultrices tortor dolor eget augue. Aenean ultricies felis ut turpis. Lorem ipsum  _

Path:
Word count: 842 Last edited by Joe Blogg on June 20, 2011 at 4:54 pm

Setting your featured image is very similar to adding an image intoBage or Post. Adt clicking theSetfeatured
imagelink a popup window will display that looks the sameths 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 eith&dheryor Media Librarytabs at the top of

the popup window. When you've decided on the image to use, clickSthenink to reveal the propertiefor 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 Bigeradio buttons and therlick theUse as featured imagdak next

to the Insert into Posbutton. You can then close the pagp 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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From Computer From URL Gallery (9) Media Library

All Tabs: Show Sort Order: Ascending | Descending | Clear
Media Order Actions

maddie-8wks 1 Hide

Click the Show link to display
the image properties (it will
File type: image/jpeq change to Hide after clicking)

File name: maddie-8wks.jpg

Upload date: June 19, 2011

Dimensions: 600 x 390

Edit Image

Title *  maddie-8wks

Alternate Text Maddie at 8 wks of age
Alt text for the image, e.g. "The Mona Lisa”

Caption

Description

Link URL http:/fyour-site-name.com/wp-content/uploads/2011/06/maddie-8wks jpg

None File URL Post URL

SRl (hoose the appropriate image

Alignment OIS size and click Use as featured

S @ Thumbnail image to set the Featured Image

(150 x 150)

Insertinto Post Use as featured image Delete

Bl maddie-1

Py disney-2

SAVING ANPUBLISHING YOUR PAWEPOST

Once you've added all your content to ydeaggPostyou have the option of Saving the Page as a Draft or Publishing the
page. Clicking th8ave Drafbutton will simply save your Page/Pogtis 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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{a} Dashboard © My site Once all your content is added Howdy, Joe Blogg -
you have the option to save as a S EE———"

¢ i . A Options elp
57 Add New Post draft or publish

All Posts ’

g Inky Cloud Makes a Splash Publish

Categories

Post Tags Permalink: hitp://your-site-name.com/2011/06/inky-cloud-makes-a-splash/ | Edit Save Draft Preview

(54 Media Upload/insert = @ B O Visual || HTML Status: Draft Edit

@ Links BlIl=l=lElcl==l= =W Visibility: Public Edit

= e [¥] Publish immediately Edit
L] Pages Paragaph ~ U = A~ @ & Q2 Q 39 @
CJ Comments
We are a multi-dimensional media outfit delivering high Impact Solutions in Move to Trash m

Appanrance high-end functional Website Development, online portal solution and

Clicking theéPublishbutton will save youPaggPostand publish it on your website.

Clicking thePreviewbutton will show you a preview of the current Pagest

There are also sevarroptionsavailable when savinddy default theiStatuse is set toDraft but this can be changed by
clicking theEditlink just to the right oféStatus¢ within the Publistpanel

1 Pending Reviewneans the draft is waiting for review lay editor prior topublication.
1 Draft means the post has not been published and remains a draft for you.

You can also change the visibiliythe Pageby clicking theEditlink just to the right ofiVisibility:€ within the Publish
panel.

2

| |
] J 2F |

1 Publicis the default and means thgage is viewable to a. K S NB f
§ u2

A
a{ir0O1e¢ LkRada NB L}XI OSR 0 GK

Uy ¢
— Qx

1 Password Protectea@llowsyou to assign a password to your page. Only peago have the password will be
able to access the page.

1 Privatehides the content from the public completely. Normal users and visitors will not be awarevafe
content. You will only see the private content when you are logged into your WordPoggs bl

By default, when you click tHeublishbutton your PagARostis published immediately. To change tlalick theEditlink
just to the right oféPublish immediateEwithin the Publish panel. You can then select the date & time that you'd like to

schedile your Pagéostto be publishedYou must also click theublishbutton when you have updated the date & time
fields to publish at the desired date and time.
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You can use categories to define sections of your site and group related postieféibk category istUncategorized
but this can be easily changéadyour Sttings. Pages cannot be associated with Categori&su can only associate
Categories to Posts.

There are two ways to add Categories. They can be added whilst adding or editirfgpgd or they can be added via the
Categoriesnenu option. Adding Categories whilst editing your Post, will automatically assign those Categories to your
Post. Adding Categories using tbategoriesnenu option will simply add them to the list of avéila Categories.

2 KSy

d82dz Ot AO| 2y

iKS

along with some blank fields that allow you to add a neategory.

{3} Dashboard

All Posts
Add New
Categories
PostTags
(55 Media
@ Links
Pages

) Comments

Appearance
[9 Plugins

&, Users

Tt Tools
Settings

@ My Site

<+ J N 8
5P Categories

Add a new Category by filling in
the Name, Slug, Parent (if any) &
Add New Category [V2/Liaalidlely]

Name

The name is how it appears on your site

Slug

The “slug” is the URL-friendly version of the name. It

is usually all lowercase and contains only letters,
numbers, and hyphens

Parent

None [=]

at,

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

Description

s
The description is not prominent by default; however,

some themes may show it

Add New Category

After filling in all the fields,

click the Add New Category
button to add a new Category

[ FUOSIZ2NRASEa YSyYydz 2LIJ0A2Y & 2dzQf
Howdy, Joe Blogg e
Screen Options Help
Search Categories
[Z] Apply 52items 1 [of3 &) =
Name Description Slug Posts
[F] aciform aciform 2
[7] arrangement arrangement 1
Edit | Quick Edit |
Delete | View
[F] asmodeus 3 & 1 2
Hovering the cursor over each i
row will show you various
[ buying options you can perform 1
[F] CatA cat-a 2
[ CatB cat-b 1
[F] dispatch dispatch 1
[F] equipollent equipollent 1
[ Name Description Slug Posts
Bulk Actions [=]  Apply 52 items 10f3 5[ »

Nore:
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 category Uncategorized.

Categories can be selectively converted to tags using the category to tag converter.
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To add a new Category, fill in the blank fields and ttlerk theAdd New Categoryutton:

1

Name- The name is how it appears on your site

Slug- Thedslug is the URdfriendly version of the name. It is usually all lowercase and contains only letters,
numbers, and hyphens

Parent- Categories, unlike tags, caave 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 promimé 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 beneagtiegery name.

f
f
f

1

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. Aftdirgj®elete you will be
prompted to confirm your choice. Cli€¥to delete the Category cEancek ¥ & 2dz R2y Qi ¢ y i

View - This will list all the Posts that aceirrently using this Category

If you would like to permanently delete numerouat€gories at once, click the checkboxes next to the Categories you
would like to delete and then choo$2eletefrom the Bulk Actionglropdown list at the top of the page. After selecting
Delete, click theApplybutton to immediately delete the selected @glories (you will not be prompted to confirm your

choice).

Deleting aCategory does not delete the posts in th@tegory. Instead, posts that were only assigned to the deleted
Category are set to thelefault Category, which is set tdJncategorizedby default. The Default Post Category can be
configuredwithin the Settings > Writingsection.
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MEDIA LIBRARY

The Media Libraris where you can find all the files that you've uploaded. The most recent uploads edefilist. The

list of files contains a small thumbnail version of the image, the file name and the type of file (jpg, txt, etc..), thef name
the Author who uploaded the file, the Page or Post which the image was uploaded on and the date the file was
uploaded.

{2} Dashboard @ My Site Howdy, Joe Blogg o
z Gt Screen Options Help
5 Posts @ s o B A
LoB Media Library Asnew
~ -
Library All (25) | Images (22) | Audio (2) | Unattached (1 SearchMedia
Add New Bulk Actions [=] " Apply = Showall dates [=] ( Filter 25 items 1 |of2 [5f| [B
@ Links ) .
B File Author Attached to L Date
Pages
= 1 3 maddie-1 Joe Blogg Image Gallery, 2011/06/19 2011/06M19
CJ) Comments 3 ":ﬁﬂ PG

[0 Appearance Edit| Delete Permanently | View

&; Plugins ] space-shuttie-3 Joe Blogg Image Gallery, 2011/06/19 2011/06/19
n JPG Hovering the cursor over each 3
&4 Users 2 >
= row will show you various
Tt Tools options you can perform
] space-shuttle-2 allery, 2011/06/119 2011/06M19
Settings - JPG

JPG

space-1 Joe Blogg Image Gallery, 2011/06/19 2011/06/19
JPG

disney-3 Joe Blogg Image Gallery, 2011/06/19 2011/06119
JPG

|
= ST space-3 Joe Blogg Image Gallery, 2011/06/19 2011/06/19
4

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

1 Edit- Allows you to edit the file properties such as Title, Caption & Descripfios is
1 Delete Permanently Deletes the file permanently from the Medidtary

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

VIEWING A FILE INEMWMEDIALIBRARY

To view a file, hover the cursor over the particular row that contains the file name and cligkethiénk. if the file is an
image, you'll sea larger vesion of the imagelf 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.

© BEosDesigns http:// eosdesigns.com Page21



6y

DESIGNS

ADDING A FILE TO TMEDIA LIBRARY

To add a new file to the Media Library, click on &tel Newlink in the left hand navigation menu or thidd Newbutton
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 haveAdobe Flaslenabled in your browser, you can click tBeectHlesbutton and then choose one or more files
that you'd like to upload to your site. If you don't have Adobe Flash enabled, cliéitdheser uploadelink to display

the traditionalfile browser option and then click tHgrowsebutton to select your file. Only one file can be selected at a
time with the Browser uploader. When the file is selected, clickdp®wadbutton to upload the file.

{2} Dashboard ® My Site Howdy, Joe Blogg
{ P Help
5 Posts = 7 .
kB Upload New Media
© 5
Library
Add New Maximum upload file size: 32MB
f Links You are using the Flash uploader g ;s? Try the Browser uploader instead.

[E Pages TP seeaers Click the Select Files button and
= choose one or more files to
L) Comments upload

Appearance
KZ Plugins

& Users

Tt Tools
Settings

Once your image is uploaded, all it's peojies are displayed, including Title and URL . If you wish, at this point you can
also adddAlternate Text, a Caption and a Description.

1 Title-is displayed as @ooltipdwhen the mouse cursor hovers over the image in the browser

1 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 dbts 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 enganeadéamiages
they rely on the Alt Text

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

1 Description- The description is not prominent by default; however, some themes may display it
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{3} Dashboard @ My Site Howdy, Joe Blogg v
57 Posts : : Heloy
~ Upload New Media

B Medi

el Choose files to upload Select Files ) Cancel Upload

Library

Add New Maximum upload file size: 32MB
(f Links You are using the Flash uploader. Problems? Try the Browser uploader instead.

[ﬂ Pages After a file has been uploaded, you can add titles and descriptions.

b
I

) Comments g i

Appearance
File name: maddie-14yrs-nomnomnom.jpg

& Plugins

File type: image/jpeg
& Users

Upload date: June 21, 2011
Tt Tools D O

Dimensions: 800 x 533
Settings

4 | Collapse menu
Edit Image
Title *  Maddie at 14yrs

Maddie enjoying cake for her 14th birthday. nomnomnom!
Alt text for the image, e.g. “The Mona Lisa”

Alternate Text

Caption
Description This is a picture of Maddie enjoying some cake for her 14th birthday

4
Eile URL http:/fyour-site-name.com/wp-content/uploads/2011/06/maddie-14yrs-nomnomnon

Location of the uploaded file.
Delete

Update the file properties and

\Gve A changes then click the Save all changes
button to save your updates

Once the file is uploaded, simply click thave all changdsutton.

EDITING THE FILE PE®TIES

To edit the file propertiesf an existing filehover the cursor over the particular row that contains the file name and click
the Editlink. Update the TitlegAlternate Texé, Caption and Description as necessary.
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{3} Dashboard @ My Site

57 Posts G)E Edit Media

Add New
& Links
[C] Pages

CJ Comments

Appearance

5/4 Plugins
Edit Image
& Users
T} Tools Title *
Settings

Alternate Text

Caption

Description

File URL

Update Media
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Howdy, Joe Blogg

Help
Add New

File name: Awwww.jpg
File type: imagel/jpeg
Upload date: June 19, 2011

Dimensions: 500 x 325 Update the file properties and
then click the Update Media

button to save your changes

Awwww

OMG Look at the cute baby porcupine!
Alt text for the image, e.g. “The Mona Lisa”

hitp:/lyour-site-name.com/wp-content/uploads/2011/06/Awwww.jpg
Location of the uploaded file.

1 Title-is displayed as @ooltipdwhen the mouse cursor hovers over the image in the browser

1 Alternate Text-is displayed when the browser carénder the image. It's also used by screen readers for

visually impaired users

1 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

9 Description- A description 6the image used simply within WordPress

Once the file properties are updated click thpdate Medigbutton to save your changes.
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Comments are a feature of blogs which allow readers to respond to Posts. Tygiadys simply provide their own

thoughts regarding theontentof the post, but they may also providieksto other resources, generate discussion, or

simply compliment the author for a weNritten post. Comments allow you to interact more with youesiisitors 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 insgéaling withcomment spam

When you click on th€ommentsy Sy dz 2 LJGA 2y X

{3} Dashboard @

My Site

5 Posts

& Comments

82dQff 0S RAALI I &SR |

Howdy, Joe Blogg

Screen Options

Help

4 Media
= All | Pending (0) | Approved | Spam (0) | Trash (C Search Comments
@ Links
— Bulk Actions [=] ( Apply Show all comment types [+ | Filter 28 items 1 o2 B [5
[Z! Pages
[ Author These links allow you to filter the Comment In Response To
: list to only show the comments that are
Bl admin Comment Test

Ed Appearance

Pending, Approved, Marked as Spam or that

: #
= are in the Trash
& Plugins admin@anonymou
146.214.103.251
&a
{’ Users ] tellyworthtest2 Submitted on 2010/07/01 at 5:57 pm | In reply to Test Author. Comment Test
Tools Replying to an author reply comment. *
H tellyworth+testz@gmail.co plying Py
Settings m Unapprove | Reply | Quick Edit | Edit| Spam | Trash

146.214.103.154

[[] testtest
tellyworthtest wordpress.c
om/2007/10/15/ping-test.
7223210112

[] Author

Bulk Actions [=] * Apply

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

Comment Test
#

Submitted on 2007/09/04 at 11:04 am

Hovering the cursor over each
row will show you various

Ping test 2

Let's try that again. | guess | have

options you can perform

Comment In Response To

206 items

10f2 » »

fAa

m

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

that particular type.

As well as the standard settings that alloeuyto manage your comments, the default WordPress install comesawith

excellentPluginthat helps to filter out Spam from your comments. This Plugin is called Akismetéddtamting the
Akismetplugin you need to supply it with aAPI KeyYou cargrab anAPI keyand find out moranformation on the

Akismet website

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

1 UnapprovédApprove - Allows you taunappoved the comment. This will stop it displaying on your.ditéhe

comment is already unapproved then this link will change to Approve, to allow you to approve the comment.
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1 Reply- Allows you to write a reply comment

1 Quick Edit Allows you to quickly étithe 02 YYSY G SNRa bl YSZ 9YFAf 2NJ

 Edit-! ff2¢6a &2dz 62 SRAG GKS O02YYSydSNRa blkas&iowsdydul A f

to mark the comment as either Approved, Pending or Spachchange the Date &me

1 Spam- Allows yu to mark the comment as Spam

Pw

1 Trash- Allows you to mark the comment as Trash. From there, you can either restorgoit,rifade a mistake,

or delete it permanently

If you would like tachange the status of numerous Commeatonce click the checkboxes next to tli@omment(syou
would like tochangeand then chooseither Unapprove Approve Mark as Spanor Move to Trastirom the Bulk Actions

dropdown list at the top of the page. After selectithge appropriate option click theApgy button.

REPLYING TO A COMMEN

To respond to a comment that someone has written on one of your Posts, simply hover the mouse over the comment
and click theeplylink when it appears. An edit field will then appear beneath the comment where you caydype

reply.
(&} Dashboard ® My Site Howdy, Joe Blogg v
& Posts — Screen Options ¥ Help »
» & Comments
(55 Media
All | Pending (1) | Approved | Spam (0) | Trash (0 Search.Comments

& Links
ﬂj Bulk Actions |Z| Apply Show all comment types E] Filter 29items | « 1 of2 » »

Pages

Click the Reply link to reply to

A E Test Author Comment Test
ppearance ED) #
g Plugins testauthor@anonymous.co
m Unapprove | Reply | Quick Edit | Edit | Spam | Trash
& Users 146.214.103.154
Tt Tools Reply to Comment
Settings b i | link b-quote del ins img wul ol li code lookup Cclosetags

The Comment Reply editor
buttons provide you with basic

After entering your reply
comment, click the Reply button

HTML formatting capabilities to submit your reply

[l tellyworthtest2 Submitted on 2010/07/01 at 5:57 pm | In reply to Test Author Comment Test
) 20

Replying to an author reply comment. ;
tellyworth+test2@gmail.co RYHO ply

m

146.214.103.154

m

When you've written your comment, clitke Replybutton or alternatively, clickCanceto stop replyingand cancel your

editing.
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The editor that appears when replying or editing a comment (using eitheRémdy Quick Edibr Editlinks) 8 much like
the editor when creating or editing a Page or Posiy not as intuitive At the top of the editor there are numerous
formatting buttons. These buttongrovide you withbasicHTMLformatting capabilities when composing a neeply
comment or @liting an existing comment.

EDITING A COMMENT

There are two ways to edit a commence you hover over an individual comment you can clicithiek Editink or
the Editlink. Both perform a similar function except that tfiaitoption also allows you to mark the comment asheit
Approved, Pending or Spam and change the Date &.Time

QUICK EDIT

ClickingQuick Editvill replace the comment witlan editor that allows you to update the comment, the comment
authors name, email address and URL.

(&} Dashboard @ My Site Howdy, Joe Blogg v
& — Screen Options Help
— & Comments
Media
B i ANl | Pending (0) | Approved | Spam (1) | Trash (0 If necessary, update the Search Comments
s : comment authors Name, E-mail
Bulk Actions IZ] Apply Show all comment typs 1 of2 » »
[E] Pages : address and URL
Appearance Name admin E-mail admin@anonymous.com URL £
g Plugins b i link b-quote del ins img wul ol li code lookup closetags
‘35 sors Administrator comment reply.
T} Tooks The Comment editor buttons After editing the comment, click
provide you with basic HTML the Update Comment button to
Settings formatting capabilities save your changes
i
= Test Contributor Submitted on 2010/07/01 at 6:02 pm Comment Test

o #

- Contributor comment

Once you have finished, clitlpdateCommento save your changes or cli€@lanceto cancel your changes and return to
the list of comments.

EDIT

Clickingeditwill display the editor on a new page. Like the Quick Edit option, you can update the comment, the
comment authors name, email addrge and URL. The Edit option also gives you the ability to set the commentéBtdtus
change the comment Date & time. The comment statas be set to Approved, Pending or Spam. You also have the
option to move the item to the Trash by clicking on tMeveto Trashlink.
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(&} Dashboard @ My Site Howdy, Joe Blogg v
8 - ) If necessary, update the Mark the comment as Approved,
4 et C NI q@ eI comment authors Name, E-mail Pending or Spam by selecting
Media address and URL one of the radio buttons
& Links Author
[C] Pages Name: admin View Comment

® Comments . ) @ Approved
_ E-mail (send e-mail):  admin@anonymous.com e

Appearance ® Spam

URL:
= :
£ Plugins (1] Submitted on: Jul 1, 2010 @ 18:05 Edit
& Users
Tt Tools b | i | link| b-quote | det|ins img| ul | ol | i | code | lookup | close tags Move to Trash. Update Comment
Settings Administrator comment reply.

4| Collapse menu The Comment editor buttons
provide you with basic HTML

After editing the comment, click

the Update Comment button to
save your changes

formatting capabilities

You can also change the date and time that the comment was submitted by clicking Bditlk next to the date &
time. After clicking Edit, several fields appear below the original date & time. Update the fields if required arteclick t
OKbutton to save the new date & time.

Once you have finished updating the comment, diekUpdate Commentbutton to save your change$f you want to
cancel your changes, click the browser "Back" button or click o€timmentsnenu optionto return to the list of
comments.

UNAPPROVING AND ARRRNG COMMENTS

If an inappropriate comment hdseen submitted, you may wish to Unapprove it. This will stop the comment from
displaying on your sité&Jnapproved comments will displayed with a yellow backgrouiibimyour list of comments.
Hovering your cursor over the comment will displayAgprovelink instead of an Unapprove link.

MARKINGCOMMENT®&S SPAM AND TRASH

If aSpamcomment has been posted to your site you can mark it as Spam simply by hoveringuysor over the
comment and clicking th&pamlink.

If you simply want to remove a comment, hover your cursor overitand clickrdsht A y{ ® ¢2 aSYLIié&¢
on the Trash link at the top of the page to display all the comments that havebeeked as Trash. This link should be
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