
 
 
 

 
 

 
This document contains a manual for the content management system for the 

ONDERWIJSADVISEURS website as developed by Content Ninjas. The manual is written to 

enable designated ONDERWIJSADVISEURS staff  to add, edit and manage exist ing and new 

content on the website. The CMS account for ONDERWIJSADVISEURS has been conf igured to 

focus on the exist ing structure.  

SUPPORT 

Content Ninjas offers support by te lephone during off ice hours and by e-mai l .   
support@contentninjas.nl 

0031(35)-533 55 14   

 

Outside off ice hours (emergency only):  

06-42090885 
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1. Introduction 
 

The Content Ninjas Framework is bui l t  around two basic concepts. Posts and Pages. Posts are 

art ic les l ike news, publ icat ions, press re leases, etc etc. They are l isted (usual ly )  reverse-

chronological ly. Pages are used for more stat ic content ( ie. Content that doesn’t change or 

changes infrequently).  An “About us” page is an example of a Page on a typical website. In most 

cases you’ l l  f ind that the content in the “About us” page doesn’t change al l  that frequently.  

2. Login 
Before you can make any changes to your s ite, you need to log in. The login for your s ite is 

found at the bottom of the page:  

Login info: 
To login on the user account for the Onderwi jsadviseurs: 

Username: Onderwi jsadviseurs 

Password: Onderwi js1 

 

3. Dashboard 
Once you’ve logged in, the WordPress “CMS bar” appears in the top of your scream. By 

Cl icking on your name you can navigate to the dashboard. This is your main administrat ion 

homepage. At the very top of your Dashboard (and across every page) you wi l l  see the name of 

your s ite in the header area. In the example screenshot below (and throughout th is 

documentat ion) the site name is “My Site”. This is a lso hyperl inked to your s ite's homepage. 

You wi l l  a lso see the name of the person who is current ly logged in (eg. Joe Blogg). Move your 

cursor over your name to reveal the “Log Out” l ink as wel l  as a l ink to edit your Prof i le. 
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On most pages, just below your Username there are a couple of smal l  inverted tabs. One cal led 

Screen Options and another cal led Help. Cl icking either of these l inks wi l l  cause a panel to s l ide 

down from the top of the page. The help l ink obviously displays some help information. The 

Screen Options l ink wi l l  d isplay var ious options that a l low you to conf igure what is displayed on 

the current page. The detai ls in th is panel change depending on what page you’re current ly 

v iewing. As an example, on your main Dashboard page the Screen Options al low you to set 

what panels you'd l ike displayed on the page and also how many columns you'd l ike the panels 

to appear across. 

 

Dashboard menu options 
Down the left  hand side of the Dashboard and on every page you wi l l  see your main navigat ion 

menu. This is where you’ l l  f ind al l  the opt ions to update and conf igure your s ite.  

Hover ing your cursor over each of the main menu options wi l l  d isplay a “f ly-out” menu with the 

var ious choices for that part icular menu option. Once you cl ick each of the main menu options, 

that part icular menu wi l l  expand to show al l  the avai lable opt ions within that sect ion ( i f  there are 

any).  
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The main menu options and their usage are: 

Dashboard 
This wi l l  d isplay your main Dashboard “homepage”. In the top left  of your Dashboard you' l l  see 

some br ief stats on the number of Posts, Pages, Categories & Tags contained within your s ite, 

as wel l  as the total number of comments and approved comments.  

Posts 
This is where you can create a new Blog Post. You can also update your Categories and Post 

Tags. 

Media 

This is where al l  your uploaded images, documents or f i les are stored. You can browse through 

your Media l ibrary, as wel l  as edit and update the f i les. 

Links 
You can add l inks here to be displayed on the ONDERWIJSADVISEURS site in the footer 

sect ion.   

Pages 
This is where you create and maintain al l  the Pages on the ONDERWIJSADVISEURS site 

Comments 
If  Comments  are act ive and people react to posts you have created, you can manage the 

comments here with in th is sect ion, including reply ing to comments or marking them as Spam. 

Tools 
This sect ion gives you access to var ious convenient tools. You can also Import data to your 

WordPress site or Export a l l  your WordPress data to a f i le. 

Admin Bar 
The WordPress Admin Bar is a way of easi ly accessing some of the most common WordPress 

features. When you are logged into your WordPress dashboard and you vis it  your website, you 

wi l l  see the Admin Bar running across the top of your s ite. This bar only appears i f  you are 

current ly logged into your WordPress site, which means that i t  wont be v is ib le to your everyday 

site v is itors. I f  you are not logged in, the Admin Bar wont be displayed. 
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The Admin bar a l low you to quickly access the fo l lowing, commonly used features.  

• Display your site Dashboard and other commonly used menu options that allow you to update your site Themes, 

Widgets, Menus and depending on your theme, Background & Header 

• View or Edit your blog comments 

• Add a new Post, Media, Link, Page or User 

• Perform a site Search 

• View or Edit your Profile and logout from the WordPress Dashboard 
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4.  Posts  
The ONDERWIJSADVISEURS site uses the post structure for the fo l lowing content: 

 

• Publicaties (including all subcategories) 

• Nieuws (including all subcategories) 

 

After c l icking on the Posts menu option you' l l  be displayed a l ist of Posts that your s ite 

contains. Among the information displayed is the Post t i t le, the Author, Categories, Tags, No. of 

Comments and either the Date Publ ished, Date Scheduled or the Date the Post was Last 

Modif ied. The Posts screen wi l l  look simi lar to the screen below. 

 

 

At the top of the page you can view how many Posts in total you have in your s ite, how many 

are Publ ished, Scheduled, St icky, Pending, in Draft or in the Trash. 

When hovering your cursor over each row, a few l inks wi l l  appear beneath the Post t i t le.  
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• EditWill allow you to edit your Post. This is the same as clicking on the Post title 

• Qui 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 “Trash” is emptied, the page is deleted 

• Vieuw displays the Post 

 

Next to each Post t i t le is a checkbox. This a l lows you to perform an act ion on mult ip le i tems at 

once. You simply check the Posts that you would l ike to affect and then from the Bulk Act ions 

dropdown select e ither the Edit opt ion or the Move to Trash option and then cl ick the Apply 

button. The Edit opt ion wi l l  a l low you to edit the Categories, Tags, Author, whether to al low 

Comments & Pings or not, the Status and whether or not the Posts are “St icky”. The Move to 

Trash opt ion wi l l  move the selected items to the Trash. 

You can also f i l ter the pages that are displayed using the dropdown l ists and the Fi l ter button. 

At the top of the l ist of Posts there are also two icons that change how the l ist is displayed. 

Cl ick the List View icon ( )  to display the posts in the tradit ional L ist View or c l ick the Excerpt 

View icon ( )  to display a short excerpt from the Post underneath the Post t i t le. 

 

5. Pages 
The Onderwi jsadviseurs s ite uses the pages structure for a l l  the content placeholders that are 

NOT posts.  

After c l icking on the Pages menu option you' l l  be displayed a l ist of Pages that your s ite 

contains. Among the information displayed is the Page t i t le, the Author, No. of Comments and 

either the Date Publ ished or the Date the Page was Last Modif ied. The Pages screen wi l l  look 

simi lar to screen below. 
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At the top of the page you can view how many Pages in total you have in your s ite and how 

many are Publ ished or in Draft.  

When hovering your cursor over each row, a few l inks wi l l  appear beneath the Page t i t le.  

• Allows you to edit basic Page information such as Title, Slug, Date plus a few other options 

• Will send the Page to the Trash. Once the “Trash” is emptied, the page is deleted 

• Displays the Page 

Next to each Page t i t le is a checkbox. This a l lows you to perform an act ion on mult ip le i tems at 

once. You simply check the Pages that you would l ike to affect and then from the Bulk Act ions 

dropdown select e ither the Edit opt ion or the Move to Trash option and then cl ick the Apply 

button. The Edit opt ion wi l l  a l low you to edit the Author, Parent, Template, whether to al low 

Comments or not and the Status of each of the checked items. The Move to Trash option wi l l  

move the selected items to the Trash. 

You can also f i l ter the pages that are displayed using the dropdown l ist and the Fi l ter button. 
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6. Adding content 
Adding content to your s ite is an easy process no matter whether you’re creat ing a Post or a 

Page. The procedure for both is a lmost ident ical.  The main dif ference is that Posts al low you to 

associate Categories whereas Pages don’t.   

Adding a new Post 
To add a new Post, hover your cursor over the Posts menu option in the left  hand navigat ion 

menu and in the f ly-out menu, cl ick the Add New l ink. Alternat ively, c l ick the Posts menu option 

and then cl ick the Add New l ink underneath, or the Add New button at the top of the page. You 

wi l l  be presented with a page simi lar to the image below. 

 



© 2012 Content Ninjas  Page:12 
 

Manual for ONDERWIJSADVISEURS WordPress 3.3 Framework  
 

 

Adding content with the Visual editor 
The editor used to enter content into your Page or Post is very easy to use. I t ’s much l ike using 

a regular word processor, with toolbar buttons that a l low you to Bold ( )  or I ta l ic ize ( )  

text or enter in Headings ( )  or bul let points ( ) .  You can even use 

most of the basic keyboard shortcuts used in other text editors. For example: Shift+Enter 

inserts a l ine break, Ctr l+C/Cmd+C = copy, Ctr l+X/Cmd+X = cut, Ctr l+Z/Cmd+Z = undo, 

Ctr l+Y/Cmd+Y = redo, Ctr l+A/Cmd+A = select a l l ,  etc. (use the Ctr l  key on a PC or the Cmd key 

on a Mac). 

At the top of the editor there are two tabs, Visual & HTML ( ) .  These switch 

the editor v iew between the Visual editor and the HTML editor. The HTML view wi l l  enable you 

to v iew the HTML code that makes up your content. For the more experienced users th is can be 

helpful at t imes but for those not famil iar with HTML tags, i t 's not recommended. 

When creat ing a new Page or Post, the f i rst th ing to do is enter in your t i t le in the top entry f ie ld 

where i t  says Enter t i t le here. (ALSO CHECK THE SEO CHECKLIST FOR THE TITLE 

REQUIREMENTS) After moving the cursor down to the editor a new Permalink is created for 

your page. Permal inks are the permanent URL’s to your indiv idual Posts, Pages, Categories 

etc.. Though not usual ly necessary, you can manual ly edit your permal ink by cl icking on the 

actual permal ink (the part after the domain name with the yel low background) or by cl icking the 

Edit button next to i t .  Once you've modif ied i t ,  c l ick Ok to save or Cancel to cancel your 

changes. 

At the top of the editor where your content is written, there are numerous formatt ing buttons. 

Cl icking the Show/Hide Kitchen Sink button (the last button with the smal l  boxes) wi l l  show or 

hide a second l ine of formatt ing buttons which gives you extra funct ional i ty. The editor buttons 

perform the fo l lowing funct ions: 

 Add Media – Used to upload and insert media such as images, audio, v ideo 

or documents  

 
Bold – Bold text 

 
I ta l ic – I ta l ic ise text 
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Str ikethrough – Add a str ikethrough to your text 

 
Unordered List – Create an unordered (bul let point)  l ist 

 
Ordered List – Create an Ordered (numbered) l ist 

 
Blockquote – Used as a way of showing a quote. How this looks wi l l  be 

ent ire ly dependent on the Theme that your s ite is current ly using 

 
Al ign Left – Al ign text to the left  

 
Al ign Center – Al ign text in the center of the page 

 
Al ign Right – Al ign text to the r ight 

 
Insert/edit l ink – Used to create an html l ink to another page or website. The 

text that you want to l ink needs to be highl ighted f i rst before the button wi l l  

become act ive 

 
Unl ink – Remove the html l ink from the selected l ink. Your cursor must be 

sitt ing on an act ive l ink for the button to be act ive 

 
Insert More tag – Inserts the More tag into your Page. Most blogs only 

display a smal l  excerpt of a Post and you're required to cl ick the Post t i t le 

or a “Read more...” l ink to cont inue reading the rest of the art ic le. When you 

insert a “More” tag into your Post, everything pr ior to the tag is considered 

as this excerpt. Most t imes you'd only use this button when you’re creat ing 

a blog Post, rather than a Page 

 
Toggle Spel lchecker – Used to toggle the spel lchecker on and off .  You can 

also select between a range of di f ferent languages 
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Toggle fu l lscreen mode – Cl icking this button wi l l  enlarge the editor so that 

i t  f i l ls the browser window. Cl icking the Exit  fu l lscreen l ink at the top of the 

screen wi l l  reduce it  back to i ts or ig inal s ize 

 
Show/Hide Kitchen Sink – Used to show or hide the second row of 

formatt ing buttons on the editor toolbar 

 
Sty le – Used to format the Page text based on the sty les used by the current 

Theme 

 
Underl ine – Underl ine your text 

 
Al ign Ful l  – Al ign text on both the left  and r ight ( ie. just i fy )  

 
Select text color – Use to change the color of text 

 
Paste as Pla in Text – Copying & past ing text from other s ites or word 

processors sometimes leaves the text formatted dif ferent ly to what you were 

expecting. The reason for th is is that quite often the html tags or codes that 

formatted the or ig inal text are pasted along with the text i tsel f .  To avoid 

th is, Paste as Pla in Text wi l l  str ip a l l  these formatt ing and html tags. 

Checking the keep l inebreaks checkbox wi l l  preserve al l  HTML <br /> tags. 

Unchecking this opt ion wi l l  remove them 

 
Paste from Word – Past ing text from MS Word typical ly includes a huge 

amount of extra unrequired HTML  tags which usual ly leaves the text 

formatted incorrect ly. Using the Paste from Word opt ion wi l l  remove these 

addit ional tags and clean up the HTML 

 
Remove formatt ing – Use this to remove al l  the formatt ing (eg. Bold, 

Underl ine, text color etc.. )  f rom the highl ighted text 

 
Insert custom character – Used to insert specia l characters not easi ly 

accessible v ia the keyboard (eg. ¼ ,  ½ ,  ¾ ,  ©, € ,  ö etc.. )  
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Outdent – Removes one level of indent ing 

 
Indent – Indents text by one level 

 
Undo – Undo your last act ion 

 
Redo – Redo your last act ion 

 
Help – Displays information about the WordPress v isual editor a long with 

keyboard shortcuts 

 
Visual/HTML – Switches the editor v iew between the Visual Editor and the 

HTML editor. The HTML view wi l l  enable you to v iew the HTML code that 

makes up your content. For the more experienced users th is can be helpful 

at t imes but for those not famil iar with HTML tags, i t 's not recommended 

 
SHORTCODES 
The Content Ninjas Framework includes a number of shortcodes (quick funct ions wich are 

shows as [ funct ion]  in your editor. NOTE: when edit ing the text  of a documents, leave the 

shortcodes alone.) to enable numerous funct ions for layout ing pages and easy adding of media 

l ike framed images and youtube videos. The shortcodes are accessed through a symbol in the 

v isual editor:  

 

 
 
Cl icking on this symbol wi l l  reveal a l ist of shortcode funt ions you can use.  
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Adding a Youtube video: 

Cl ick on the shortcodes  symbol and scrol l  to  

 

 



© 2012 Content Ninjas  Page:17 
 

Manual for ONDERWIJSADVISEURS WordPress 3.3 Framework  

 

In the next dialogue box paste the full URL of the youtube video you would like to add. Click 
insert and the video will appear on the location of the page where you inserted the shortcode.  
 
 

 

7. Adding images & other media 
Adding images and other media f i les such as v ideos, documents or PDF’s is extremely easy 

with in WordPress. Al l  your images & f i les are stored in the Media Library. Once they’re uploaded 

into the Media Library, i t ’s a very s imple matter to insert them into your Page or Post content. In 

the case of f i les such as Word Documents or PDF’s, i f  necessary, i t ’s a s imple process to create 

l inks to those f i les so that people can then download them. 

Inserting an image 
The image uploader has been great ly improved in WordPress 3.3. I f  you’re using one of the 

more modern browsers such as Firefox, Safari  or Chrome, it  wi l l  default to using HTML5 for 

the uploader (rather than Flash). I f  you’re using another browser, i t  wi l l  fa l lback to using either 

Adobe Flash, Si lverl ight or HTML4. The benef it  of using a browser l ike Firefox, Safar i  or 

Chrome is that you are now able to drag and drop f i les from your desktop, stra ight into the 

media uploader. 

To insert an image into your Page/Post, c l ick the Add Media button ( )  and then simply drag 

your images from wherever they are on your computer, into the area marked Drop f i les here. 

Your f i le (s) wi l l  be automatical ly uploaded. 

Alternat ively, c l ick the Select Fi les button and then select the f i les that you’d l ike to upload, 

using the dia log window that is displayed. 
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Once your image is uploaded, al l  i t 's propert ies are displayed, including Tit le and URL. I f  you 

wish, at th is point you can also add Alternate Text, a Caption and a Descr ipt ion. 
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By default,  WordPress wi l l  create a l ink to the image or f i le when it  inserts i t  into your page. This 

means that i f  you cl ick on the image on your publ ished Page, i t  wi l l  s imply display in the 

browser window. The URL that the image l inks to is displayed in the Link URL f ie ld. Pr ior to 

insert ing in your Page, you can remove this l ink by cl icking the None button, which wi l l  remove 

the html l ink ent ire ly, or you can cl ick on the Post URL button which wi l l  l ink the image to i ts 

attachment page. The Fi le URL button wi l l  use the image or f i le URL as the l ink (default ) .  

You can also select how you would l ike the image al igned, either Left,  Centered or Right 

a l igned, using the Al ignment radio buttons. When your image is uploaded, WordPress wi l l  a lso 

create several copies of your f i le at var ious sizes. You can choose which one you'd l ike to insert 

into your Page using the Size radio buttons. To insert the image at the exact s ize you uploaded, 

s imply select Ful l  Size. Cl ick the Insert into Post button to insert the image into your Page/Post 

at the current cursor locat ion.  I f  you don't wish to insert the image just yet, c l ick the Save al l  

changes button to save any changes you've made and then cl ick the smal l  X in the top r ight 

corner of the Add Media popup window. 

I f  you wish to insert an image that you uploaded ear l ier,  c l ick the Add Media button again ( ) .  

Once the popup window displays, c l ick the Gal lery l ink or the Media Library l ink at the top of the 

window. 

I f  the image was uploaded whi lst edit ing the current page, the image wi l l  be contained on the 

Gal lery page. The number contained with in the braces refers to the total number of images in 

the Gal lery tab. I f  the image was uploaded whi lst edit ing another Page/Post or uploaded through 

the Media Library l inks ( in the left-hand menu), you wi l l  need to cl ick on the Media Library l ink at 

the top of th is pop-up window. 
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Once you've located your uploaded image, c l ick the Show l ink to v iew the image propert ies. As 

per before, s imply choose the relevant opt ions (L ink URL, Al ignment, Size etc.. )  and i f  need be, 

update the Tit le, Alternate Text & Caption. Cl ick the Insert into Post button to insert the image 

into your Page/Post at the current cursor locat ion. 
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Edit or delete an image 
There are var ious opt ions avai lable for adjust ing the layout of inserted images. After c l icking on 

an image that has been inserted into your Page or Post, two icons wi l l  appear on top of the 

image. Cl icking the left  icon ( )  a l lows you to edit the image propert ies. Cl icking the r ight 

icon ( )  wi l l  delete the image from your content. I t  wi l l  only remove the image from your 

Page or Post, i t  wi l l  not delete the image from your Media Library.  

 

After c l icking the Edit Image icon ( )  the fo l lowing pop-up window wi l l  appear. 
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There are two tabs at the top of the pop-up window that contain the var ious image & l ink 

propert ies. The Edit Image tab al lows you to change the fo l lowing sett ings: 

• The size “slider” displayed next to the image allows you adjust the image size. Sizes range from 130% down to 60%. If 

you want the image to be displayed at the same size that you uploaded, then set this slider to 100% 

• Allows you to select how you would like the image aligned. Either Left, Centered or Right aligned. Setting alignment to 

None will remove the other alignment settings. How this affects your image within your content will depend on the 

current theme in use 

• The URL that the image links to. Leaving this field blank will mean the image will not have an HTML link assigned to it 

and will therefore do nothing if the image is clicked.  Clicking the None button will remove any link currently set in this 

field. Clicking the Current Link button will set the Link URL to the default URL, if one is currently set for that image. The 

Link to Image button will use the URL of the actual image. 

Once you have updated the image propert ies, Cl ick the Update button to save your changes. 

Alternat ively, c l ick Cancel to close the pop-up window without saving any changes. 

Cl icking on the Advanced Sett ings tab at the top of the above pop-up window al lows extra 

image and l ink propert ies to be set. I f  you're not famil iar with HTML and CSS then it 's best to 

leave these sett ings alone. 
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Setting a Featured Image 
The Content Ninjas Framework  a l lows you to specify a Featured Image for Posts. A Featured 

Image, often cal led a Post/Page Thumbnai l ,  is an image that is representat ive for that part icular 

Post. These images are displayed as thumbnai ls in you post l ist ings and as a image in your fu l l  

post on the left  upper s ide. The fol lowing Featured Image panel wi l l  be displayed when you're 

edit ing your Page or Post. I f  Featured Images can't be set then this panel wont be displayed. 
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Sett ing your featured image is very s imi lar to adding an image into your Page or Post. After 

c l icking the Set featured image l ink a pop-up window wi l l  d isplay 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. 

I f  you'd l ike to use one of your previously uploaded images, c l ick on either the Gal lery or Media 

Library tabs at the top of the pop-up window. When you've decided on the image to use, c l ick 

the Show l ink to reveal the propert ies for that image. I f  necessary, you can update the Tit le, 

Alternate Text and other propert ies. To set the image as your Featured Image, c l ick the Use as 

featured image l ink next to the Insert into Post button. You can then close the pop-up window 

by cl icking the smal l  X in the top r ight 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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8. Adding HTML l inks 
HTML l inks al low your s ite v is i tors to easi ly navigate around your s ite. They’re also used when 

you want to al low people to download f i les from your s ite, such as PDF’s or other documents, 

for v iewing images or even just l inking to other websites. HTML l inks wi l l  f requently be shown 

with an underl ine to dif ferent iate i t  f rom other text, but th is may vary depending on the theme 

you’re current ly using. 

Inserting an HTML link 
Insert ing an html l ink in your Page/Post to one of your own pages or another s ite is extremely 

easy. Simply cl ick & drag the cursor and highl ight the text that you want turned into a l ink and 

then cl ick the Insert/edit l ink button ( ) .  As wel l  as being able to insert a l ink to another s ite, 

you can also easi ly insert a l ink to one of your exist ing Posts or Pages by simply select ing i t  

f rom a l ist.  
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In the popup window that is displayed, s imply f i l l  in URL and the Tit le and then cl ick the Add 

Link button.  

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

• The text to display in tooltip form when the cursor hovers over the link 

•  (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 

Alternat ively, i f  you’d l ike to add a l ink to one of your exist ing Posts or Pages, s imply cl ick the 

Or l ink to exist ing content l ink to display a l ist of your exist ing content then select the relevant 

page from the suppl ied l ist.  I f  you have a large number of pages within your s ite, you can type 

the Page or Post name in the Search f ie ld to make it  easier to f ind. As you type, the l ist wi l l  re-

populate based on matching results. After select ing one of your exist ing pages, the re levant 

detai ls wi l l  be updated in the URL and Tit le f ie lds. Cl ick the Add Link button to add your l ink. 

Editing an HTML link 
Simply cl ick the l ink within your post that you'd l ike to edit,  to posit ion the cursor somewhere 

with in i t  and then cl ick the Insert/edit l ink button ( ) .  A popup window wi l l  appear, just l ike 

when the l ink was or ig inal ly inserted. Update the required detai ls and cl ick the Update button. 

Removing an HTML link 
To remove an html l ink, c l ick the l ink with in your post that you'd l ike to remove, to posit ion the 

cursor somewhere within i t  and then cl ick the Unl ink button ( ) .  I f  you want to remove a l ink 

from an image, s imply cl ick the image once to select i t  and then cl ick the Unl ink button. I f  the 

html l ink is l inking to an uploaded f i le or image, c l icking the Unl ink button won’t remove or 

delete that f i le, i t  wi l l  s imply remove the hyperl ink. 
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9. Edit ing exist ing content 
To edit an exist ing page, s imply cl ick on the relevant Page/Post t i t le, when viewing your l ist of 

Pages or Posts. Alternat ively, c l ick on the Edit l ink that appears beneath the t i t le when hover ing 

your cursor over each row. 

 

The screen that appears wi l l  be exact ly the same as the Add New Page/Add New Post screen, 

only with the exist ing content displayed. When you've f in ished edit ing your Page/Post, c l ick the 

Update button. 

10. Delet ing content 
If  you wish to delete one of your Pages or Posts, c l ick on the Trash l ink that appears beneath 

the t i t le when hovering your cursor over each row. This wi l l  move the Page/Post to the Trash. 

 

To delete the Page/Post permanently or to restore the Page/Post, c l ick the Trash l ink at the top 

of the screen.  When the cursor is hover ing over each item in the Trash, the Restore and Delete 

Permanently l inks appear. Cl ick Delete Permanently to permanently remove a s ingle Page or 

Post. Cl icking the Restore l ink wi l l  restore the Page or Post. 
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I f  you would l ike to permanently delete or restore numerous items at once, c l ick the checkboxes 

next to the i tems you would l ike to delete or restore and then choose either Restore or Delete 

Permanently from the Bulk Act ions dropdown l ist at the top of the page. After select ing the 

appropriate act ion cl ick the Apply button to make your change. Alternat ively, c l ick the Empty 

Trash button to delete al l  the i tems in the Trash. 
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11. Saving and Publ ishing  
Once you've added al l  your content to your Page or Post you have the opt ion of Saving the 

Page as a Draft or Publ ishing the page. Cl icking the Save Draft button wi l l  s imply save your 

Page/Post. This is handy i f  you would l ike to come back at a later date to add more content or i f  

you're s imply not ready to publ ish yet. 

 

Cl icking the Publ ish button wi l l  save your Page/Post and publ ish i t  on your website. 

Cl icking the Preview button wi l l  show you a preview of the current Page/Post. 

There are also several opt ions avai lable when saving. By default  the Status is set to Draft but 

th is can be changed by cl icking the Edit l ink just to the r ight of Status: with in the Publ ish panel.  

• means the draft is waiting for review by an editor prior to publication. 

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

You can also change the v is ib i l i ty of the Page by cl icking the Edit l ink just to the r ight of 

Vis ib i l i ty: with in the Publ ish panel.  

• Pis the default and means the page is viewable to all. There is also an option to make the Post “sticky”. Sticky posts are 

placed at the top of all blog posts and stay there even after new posts are published. 

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

• 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 cl ick the Publ ish button your Page/Post is publ ished immediately. To 

change this, c l ick the Edit l ink just to the r ight of Publ ish immediately with in the Publ ish panel.  

You can then select the date & t ime that you'd l ike to schedule your Page/Post to be publ ished. 

You must also cl ick the Publ ish button when you have updated the date & t ime f ie lds to publ ish 

at the desired date and t ime. 
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12. Categories 
You can use categories to def ine sect ions of your s ite and group related posts. The default 

category is Uncategorized but th is can be easi ly changed in your Sett ings. Pages cannot be 

associated with Categories. You can only associate Categories to Posts. 

There are two ways to add Categories. They can be added whi lst adding or edit ing your Post or 

they can be added via the Categories menu option. Adding Categories whi lst edit ing your Post, 

wi l l  automatical ly assign those Categories to your Post. Adding Categories using the Categories 

menu option wi l l  s imply add them to the l ist of avai lable Categories.  

When you cl ick on the Categories menu option you’ l l  be displayed a l ist of Categories that have 

already been added along with some blank f ie lds that a l low you to add a new Category. 
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To add a new Category, f i l l  in the blank f ie lds and then cl ick the Add New Category button:  

• The name is how it appears on your site 

• The “slug” is the URL-friendly version of the name. It’s usually all lowercase and contains only letters, numbers, and 

hyphens 

• 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. 

 

 

Once you add a new Category i t  wi l l  appear in the l ist of Categories on the r ight s ide of the 

screen. 

When hovering your cursor over each row in the l ist of Categories, a few l inks wi l l  appear 

beneath the Category name. 

• Allows you to edit the Category properties such as Name, Slug, Parent & Description 

• Allows you to quickly edit the Category Name and Slug 

• 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 if you don’t want to delete it. 

• This will list all the Posts that are currently using this Category 

I f  you would l ike to permanently delete numerous Categories at once, c l ick the checkboxes next 

to the Categories you would l ike to delete and then choose Delete from the Bulk Act ions 

dropdown l ist at the top of the page. After select ing Delete, c l ick the Apply button to 

immediately delete the selected Categories (you wi l l  not be prompted to conf irm your choice). 

Delet ing 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 conf igured within the Sett ings > Writ ing sect ion. 

Adding Categories within your Post 
Adding Categories whi lst edit ing your Post wi l l  automatical ly assign those Categories to your 

Post. 

When adding or edit ing your Post, the Categories panel can be found just below the Format 

panel i f  your Theme supports Post Formats. Alternat ively, i t  wi l l  reside just below the Publ ish 

panel. To add an exist ing Category, s imply t ick the checkbox(es) next to the Categories you’d 

l ike to assign to the Post. 
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I f  you would l ike to create a new Category and assign it  to the Post at the same t ime, c l ick the 

+ Add New Category l ink. Two f ie lds wi l l  then appear. Type the name of the Category that you’d 

l ike to add into the empty input f ie ld. I f  you’d l ike the new Category to have a Parent, select i t  

f rom the Parent Category dropdown l ist.  Cl ick the Add New Category button when done to 

create the Category and automatical ly assign i t  to the Post. 
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13. Post Tags 
Tags are ad-hoc keywords that ident i fy important information in your post (names, subjects, etc) 

that may or may not recur in other posts. Unl ike Categories, Tags have no hierarchy, meaning 

there’s no re lat ionship from one Tag to another. Pages cannot be assigned Tags and cannot be 

associated with Categories. You can only associate Tags and Categories to Posts. 

L ike Categories, there are two ways to add Post Tags. They can be added whi lst adding or 

edit ing your Post or they can be added via the Tags menu option. Adding Tags whi lst edit ing 

your Post, wi l l  automatical ly assign those Tags to your Post. Adding Tags using the Tags menu 

option wi l l  s imply add them to the l ist of avai lable Tags. 

When hovering your cursor over each row in the l ist of Tags, a few l inks wi l l  appear beneath the 

Tag name.  

• Edit –Allows you to edit the Tag properties such as Name, Slug & Description 

• Quick Edit – Allows you to quickly edit the Tag Name and Slug 

• Delete – Deletes the Tag permanently from the list of Tags. After clicking Delete you will be prompted to confirm your 

choice. Click OK to delete the Tag or Cancel if you don’t want to delete it. 

• View – This will list all the Posts that are currently using this Tag 

I f  you would l ike to permanently delete numerous Tags at once, c l ick the checkboxes next to the 

Tags you would l ike to delete and then choose Delete from the Bulk Act ions dropdown l ist at the 

top of the page. After select ing Delete, c l ick the Apply button to immediately delete the selected 

Tags (you wi l l  not be prompted to conf irm your choice).  

Adding Tags within your Post 
Adding Tags whi lst edit ing your Post, wi l l  automatical ly assign those Tags to your Post.  

When adding or edit ing your Post, the Tags panel can be found just below the Categories panel.  

To add an exist ing Tag, c l ick the Choose from the most used tags l ink. This wi l l  d isplay a l ist of 

previously used Tags ( i f  avai lable).  They are arranged alphabetical ly and in “cloud” format. That 

is, the more often a Tag has been used, the larger the font i t ’s displayed in. To add a previously 

used Tag, s imply cl ick on the Tag name and it  wi l l  be assigned to your Post. To add a new Tag, 

s imply write the Tag or Tags (separated with commas) into the edit f ie ld and cl ick the Add 

button. Tags that are assigned to the Post wi l l  be displayed below the edit f ie ld. To remove a 

Tag from your Post, c l ick the smal l  x icon next to the Tag name. 
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14. Media l ibrary 
The Media Library is where you can f ind al l  the f i les that you've uploaded. The most recent 

uploads are l isted f i rst.  The l ist of f i les contains a smal l  thumbnai l  version of the image, the f i le 

name and the type of f i le ( jpg, txt,  etc.. ) ,  the name of the Author who uploaded the f i le, the 

Page or Post which the image was uploaded on, the number of comments and the date the f i le 

was uploaded. 

 

When hovering your cursor over each row, a few l inks wi l l  appear beneath the f i le name.  

• Edit – Allows you to edit the file properties such as Title, Alt Text, Caption & Description. You can also perform some 

basic image manipulation 

• 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 f i le, hover the cursor over the part icular row that contains the f i le name and cl ick the 

View l ink. I f  the f i le is an image, you' l l  see a larger version of the image. I f  the f i le was another 

type of f i le such as a text f i le or PDF for example, you' l l  s imply see a l ink to that f i le. Cl ick the 

l ink to v iew the f i le. 
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Adding a file to the Media Library 
To add a new f i le to the Media Library, c l ick on the Add New l ink in the left  hand navigat ion 

menu or the Add New button at the top of the page. You wi l l  be presented with a page simi lar to 

the popup window that is displayed when uploading a new image in your Post or Page. 

I f  you’re using one of the more modern browsers such as Firefox, Safar i  or Chrome, i t  wi l l  

default to using HTML5 for the uploader (rather than Flash). I f  you’re using another browser, i t  

wi l l  fa l lback to using either Adobe Flash, Si lverl ight or HTML4. The benef it  of using a 

browser l ike Firefox, Safar i  or Chrome is that you are now able to drag and drop f i les from your 

desktop, stra ight into the media uploader. 

To upload a new f i le to the Media Library, s imply drag your images from wherever they are on 

your computer, into the area marked Drop f i les here. Your f i le (s) wi l l  be automatical ly uploaded. 

Alternat ively, c l ick the Select F i les button and then select the f i les that you’d l ike to upload, 

using the dia log window that is 

displayed.

 

Once your image is uploaded, al l  i t 's propert ies are displayed, including Tit le and URL. I f  you 

wish, at th is point you can also add Alternate Text, a Caption and a Descr ipt ion.  

• Title – is displayed as a “tooltip“ 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 “read” 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 
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• Description – The description is not prominent by default; however, some themes may display it 

 

Once the f i le is uploaded, s imply cl ick the Save al l  changes button. 

Editing the file properties 
To edit the f i le propert ies of an exist ing f i le, hover the cursor over the part icular row that 

contains the f i le name and cl ick the Edit l ink. Update the Tit le, Alternate Text, Caption and 

Descript ion as necessary. 
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• Title – is displayed as a “tooltip“ 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 f i le propert ies are updated cl ick the Update Media button to save your changes.  

Editing an image 
WordPress has a basic image edit ing tool that a l lows you to perform some simple manipulat ion 

with your uploaded images. You’re able to rotate and f l ip your images as wel l  as scale them and 

crop them to dif ferent s izes. 

When edit ing the propert ies of an image (as opposed to other f i le types l ike documents or 

PDF’s),  c l ick the Edit Image button just below the thumbnai l  to show the image edit ing tools. 
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Just above the image you’ l l  f ind the fo l lowing image edit ing buttons: 

 

Crop – Cl ick on the image and drag the select ion box to s ize that you’d l ike 

the image cropped. Cl ick the Crop button to crop the image to the new size 

 

Rotate counter-clockwise – Rotate the image 90° counter-clockwise 

 

Rotate clockwise – Rotate the image 90° clockwise 

 

Fl ip vert ical ly – Fl ip the image vert ical ly 
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F l ip hor izontal ly – Fl ip the image hor izontal ly 

 

Undo – Undo the last change 

 

Redo – Redo the last change 

Cl ick the Scale Image l ink to resize the image proport ional ly. For best results, scal ing should be 

done before performing any other operat ions l ike cropping, rotat ing, etc.. To scale your image 

to a new size, s imply enter the width and height dimensions in the two f ie lds (w x h) and cl ick 

the Scale button. The or ig inal image dimensions are displayed just above the input f ie lds, for 

your reference. 

There are several ways to crop your image. The easiest is to s imply cl ick on the image and drag 

the select ion box to the appropriate s ize. I f  you’d l ike your image cropped to a specif ic rat io, 

enter the values in the Aspect Rat io input f ie lds (eg. 1:1 (square), 4:3, 16:9 etc.) .  You can then 

hold down the shift  key and drag your select ion to enlarge or reduce the size, whi le keeping this 

aspect rat io locked. I f  there is a lready a select ion made, specify ing the aspect rat io wi l l  

automatical ly change the select ion to match i t .  Whenever the select ion box is adjusted, the 

dimensions are displayed in the Select ion input f ie lds. You can also manual ly enter the 

dimensions of the select ion box ( in pixels) by enter ing values into these two f ie lds. Once your 

select ion box is adjusted, s imply c l ick the Crop button to crop the image to th is new size. 

Cl ick the Save button to save your changes. Cl ick the Update Media button to return to the 

main Media Library page. 

I f  you’d l ike to revert back to your or ig inal image, c l ick the Edit Image button again to return to 

the image editor. A new Restore Orig inal Image l ink is displayed just below the Scale Image l ink. 

Cl ick the Restore Orig inal Image l ink and then cl ick the Restore image button to discard your 

changes & restore your or ig inal image. 
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Deleting a file from the Media Library 
To delete a f i le from the Media Library, c l ick on the Delete Permanently l ink that appears 

beneath the f i le name when hover ing your cursor over each row. You wi l l  be prompted with the 

fo l lowing message; “You are about to permanently delete the selected items. 'Cancel' to stop, 

'OK' to delete.” 

Cl ick the OK button to delete the f i le or c l ick the Cancel button to return to the Media Library. 

15. Comments 
Comments are a feature of blogs which al low readers to respond to Posts. Typical ly, readers 

s imply provide their own thoughts regarding the content of the post, but they may also provide 

l inks to other resources, generate discussion, or s imply compliment the author for a wel l-written 

post. Comments al low you to interact more with your s ite v is i tors as wel l  as generate feedback 

& discussion on your Posts. 

Comments can be control led and regulated through the use of f i l ters for language and content, 

and i f  you prefer, can also be queued for approval before they are v is ib le on the web site. This 

is useful in deal ing with comment spam. 

When you cl ick on the Comments menu option, you’ l l  be displayed a l ist of a l l  the comments on 

your s ite. 
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At the top of the screen there are l inks that a l low you f i l ter the comment l ist to only show the 

comments that are Pending, Approved, Marked as Spam or that are in the Trash. The number in 

brackets wi l l  advise how many there are for that part icular type. 

When hovering your cursor over each row in the l ist of Comments, a few l inks wi l l  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. 

• Reply – Allows you to write a reply comment 

• Quick Edit – Allows you to quickly edit the commenter’s Name, Email or URL as well as the actual comment 

• Edit – Allows you to edit the commenter’s Name, Email or URL as well as the actual comment. It also allows you to 

mark the comment as either Approved, Pending or Spam as well as change the Date & Time 

• Spam – Allows you to mark the comment as Spam 

• Trash – Allows you to mark the comment as Trash. Once it’s in the Trash, you can either restore it, if you made a 

mistake, or delete it permanently 

I f  you would l ike to change the status of numerous Comments at once, c l ick the checkboxes 

next to the Comment(s) you would l ike to change and then choose either Unapprove, Approve, 

Mark as Spam or Move to Trash from the Bulk Act ions dropdown l ist at the top of the page. 

After select ing the appropriate opt ion, c l ick the Apply button. 

Replying to a comment 
To respond to a comment that someone has written on one of your Posts, s imply hover the 

mouse over the comment and cl ick the Reply l ink when it  appears. An edit f ie ld wi l l  then appear 

beneath the comment where you can type your reply.  
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When you've written your comment, c l ick the Reply button or a lternat ively, c l ick Cancel to stop 

reply ing and cancel your edit ing. 

The editor that appears when reply ing or edit ing a comment (using either the Reply, Quick Edit 

or Edit l inks) is much l ike the editor when creat ing or edit ing a Page or Post, only not as 

intuit ive. At the top of the editor there are numerous formatt ing buttons. These buttons provide 

you with basic html formatt ing capabi l i t ies when composing a new reply comment or edit ing an 

exist ing comment. 

The buttons work in two ways. Cl icking a button without highl ight ing any text f i rst,  wi l l  s imply 

insert the opening html tag relevant for that button. As an example, c l icking the Bold button wi l l  

insert the <strong> html tag into your comment. Cl icking the Bold button again wi l l  c lose the tag 

by insert ing the closing </strong> tag. I f  you highl ight some text pr ior to cl icking a button, both 

the opening and closing tags wi l l  be inserted around that h ighl ighted text. For example, 

h ighl ight ing the text, “bold text”, pr ior to cl icking the Bold button wi l l  insert “<strong>bold 

text</strong>“. 

 
Bold – Bold text 

 
I ta l ic – I ta l ic ise text 
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L ink – Used to insert a website l ink. When the button is c l icked a popup 

window wi l l  appear where you type in the URL that you would l ike to l ink to 

 
Blockquote – Used as a way of showing a quote. How this looks wi l l  be 

ent ire ly dependent on the Theme that your s ite is current ly using 

 
Delete - Used as a way of showing deleted text. How this looks wi l l  be 

dependent on the Theme but is usual ly done by showing the text with a 

str ikethrough 

 
Insert - Used as a way of showing inserted text. How this looks wi l l  be 

dependent on the Theme but is usual ly done by showing the text with an 

underl ine 

 
Image – Used to insert an image into the comment. When the button is 

c l icked a popup window wi l l  appear where you type in the URL of the image 

that you would l ike insert 

 
Unordered List – Used to insert an unordered (or un-numbered) l ist 

 
Ordered List – Used to insert an ordered (or numbered) l ist 

 
L ist I tem – Used to insert a l ist i tem into your ordered or un-ordered l ist 

 
Code – Used for indicat ing a piece of code. 

 
Lookup – Wil l  lookup the highl ighted (or entered word, i f  nothing is 

h ighl ighted) on Answers.com 

 
Close Tags – Used to close open tags. I f  for example, you cl icked both the 

Bold and Ita l ic buttons to insert their opening tags, c l icking the close tags 

button wi l l  insert both of the matching closing tags, in the correct order 

Editing a comment 
There are two ways to edit a comment. Once you hover over an indiv idual comment you can 

cl ick the Quick Edit l ink or the Edit l ink. Both perform a simi lar funct ion except that the Edit 
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option also al lows you to mark the comment as either Approved, Pending or Spam and change 

the Date & Time. 

QUICK EDIT 
Clicking Quick Edit wi l l  replace the comment with an editor that a l lows you to update the 

comment, the comment authors name, emai l  address and URL. 

 

Once you have f in ished, c l ick Update Comment to save your changes or c l ick Cancel to cancel 

your changes and return to the l ist of comments. 

EDIT 
Clicking Edit wi l l  d isplay the editor on a new page. Like the Quick Edit opt ion, you can update 

the comment, the comment authors name, emai l  address and URL. The Edit opt ion also gives 

you the abi l i ty to set the comment Status and change the comment Date & t ime. The comment 

status can be set to Approved, Pending or Spam. You also have the opt ion to move the i tem to 

the Trash by cl icking on the Move to Trash l ink. 
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You can change the date and t ime that the comment was submitted by cl icking on the Edit l ink 

next to the date & t ime. After c l icking Edit,  several f ie lds appear below the or ig inal date & t ime. 

Update the f ie lds i f  required and cl ick the OK button to save the new date & t ime. 

Once you have f in ished updating the comment, c l ick the Update button to save your changes. I f  

you want to cancel your changes, c l ick the browser Back button or c l ick on the Comments 

menu option to return to the l ist of comments. 

Unapproving and Approving comments 
If  an inappropriate comment has been submitted, you may wish to Unapprove it .  This wi l l  stop 

the comment from displaying on your s ite. Unapproved comments wi l l  d isplayed with a yel low 

background within your l ist of comments. Hover ing your cursor over the comment wi l l  d isplay an 

Approve l ink instead of an Unapprove l ink. 

 

Marking comments as Spam and Trash 
If  a Spam comment has been posted to your s ite you can mark i t  as Spam simply by hover ing 

your cursor over the comment and cl icking the Spam l ink. 

I f  you simply want to remove a comment, hover your cursor over i t  and cl ick the Trash l ink. To 

“empty” the Trash, c l ick on the Trash l ink at the top of the page to display al l  the comments that 

have been marked as Trash. This l ink should be displayed along with a number with in brackets 
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which indicates how many comments are marked as Trash. To permanently remove these 

comments, c l ick the Empty Trash button. You wi l l  not be prompted for conf irmation. 

 

To remove al l  the Spam comments, c l ick on the Spam l ink at the top of the page to display al l  

the comments that have been marked as Spam. This l ink should be displayed along with a 

number with in brackets which indicates how many Spam comments there are. To permanently 

remove these comments, c l ick the Empty Spam button. You wi l l  not be prompted for 

conf irmation. 

You can also delete a s ingle spam comment permanently by cl icking on the Delete Permanently 

l ink that appears when hover ing your cursor over each row. You wi l l  not be prompted for 

conf irmation. 

 

I f  you f ind there are comments that have been marked as Spam that shouldn't be, c l ick the 

checkboxes next to them and select Approve or Not Spam from the Bulk Act ions drop down at 

the top of the page. Cl ick the Apply button to conf irm your choice. Alternat ively, c l ick the Not 

Spam l ink that appears when hover ing your cursor over each row. 

THE END.  


