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Logging In

A ClickComprovides each of their clients with their
log-in information and site domain name.

A Training Site Domain:
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after your domain:
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after you domain:

Please read all information about theRanel before
accessing this information.



http://clickcom.com/admin
http://clickcom.com/wp-admin
http://clickcom.com/wp-admin
http://clickcom.com/wp-admin
http://clickcom.com:2082/

Logging In

Log-in screens will
resemble one of the
options shown here.
Different versions of
WordPresswill have
minor varioationsin
layouts and views.
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Username




| Admin Dashboard

Your Site Name Here - visit site Administration Guide Howdy, admin | Turbo | Log Out

2\ Dashboard

Clickcom Latest News Recent Drafts

The feed is unavailable at this time, please check back later. There are no drafts at the moment

This is the WordPress Dashboard. This will allow you to navigate easily through
the various editors you will use to maintain your site.

Please note: This view may not look like your site's editor!

1. The number of applications changes based on your site's individual needs.

2. There are a number of WordPress versions we use at ClickCom. The differences
among these versions are minor and you will likely not recognize them.




|  Navigatingthe  WordPress

Dashboard

Your Site Name tiere « Visit site Administration Guide owdy, admin | Turbo | Log Out

Screen Options Help

(Y Dashboard

5 Posts Clickcom Latest News Recent Drafts

53 Media The feed is unavailable at this time, please check back later. There are no drafts at the moment

# Links

. Regularly check this screen for é A
ClickComupdates and alerts. We

i will post new information

& Tools regardingWordPresgplug-ins, :

ClickConpromotions, and more.

Site Settings

0 Mails

cformsII
& Gallery



Left - hand Navigation

Posts: create and
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here. For many sites, this
Is where you will update

Clickcom Latest News

O ] A X O O 'D A (; O 8 é.jit . The feed is unavailable at this time, please check back later,
(Commentsis where you Add New

view and manage blog Tags = o

comments). This is the left hand toolbar.
Media: add images, 32 Media Pages, Media, and Post are
movies, PDFs and other Library a few of the most commonly
documents using this Add New used applications.
application. # Links

Links; This isnotwhere Edit

ui & I AT ACA A Add New

page Only Advanced Link Categories

Users should access this J Pages

application. i

Pages:This is the most AddNgw

commonly used pagMesh

application. Users can ) Comments
add, edit, and manage . —
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Pages
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SiteMapOutline format. You can see and edit parent/child
page relationships using this function.
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43 Media
& Links




Edit Pages

A Bulk Actions:

Edit : bulkchange page
templates and more.

| Edit Pages Delete: bulkdelete
pages.

A Individual Pages:

e Edit: brings up existing

T e page in the editor.

| | Delete: deletes page.
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current view.
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This is a blank Page Editor.

Insert headings, content, save drafts, publish, a page, and edit
Attributes.

And BEFORE you start editinglways be in Visual (not HTML) mode
(top right corner of your page). Otherwise, the page will look very odd!

Screen Options Help

€3 Dashboard U Add New Page

Publish

Upload/Insert
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Attributes

Parent

Word count: 0

Custom Fields
Add new custom field:

Name




Editor Buttons

A The Editor Buttons are very similar to MS Word.

A Format text alignment (left, center, right, none), change font size, type,
style, color, and more the exact same way!

A Most common buttons:

Hyperlink: to emails, outside sites, and pages within your site.
Anchor: Typically, a link to an article within the same page.

Insert Table: choose the number of rows and columns, cell padding, and
alignment. Once the table is inserted, just click and type!

Insert bullets or numbered list.

Indent paragraphs.

Insert symbols.
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If you have questions, just ask!

Upload/Insert
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Font size v  Paragraph v  Styles
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A Inserting Links

When you need to insert a link, highlight the text that will
link and choose thB  button from the menu. Type in the
URL and Insert.

A Adding Pics Media, PDFs

To add photoschoose theE button, located in the
Upload/Insert button option line, just above the tool bar.

Then browse for the appropriate file, open it, and Insert.

From this box, you can also title the picture and insert your
captions.

A Picture Edit

Advanced Settings after double clicking on a phoetoake
sure the Border is set to zero (0) if a border appears.
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A Inserting Links to PDFs

Go to the Insert PDIE] _optlon choose the file and select it.
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THEN, choose Insert.

To get the link to open in a new window, highlight the text, choose B , and

select the Open in a New Window box from the drop down options.

A To add video
Choose the B button from the Upload/Insert bar.
Then browse for the appropriate file, open it, and Insert.

A To add music
Choose theB  button from the Upload/Insert bar.
Then browse for the appropriate file, open it, and Insert.

A To add table(s)

Choose . 'You can then edit table options (# of rows and columns) or use the
Insert/Delete Row and Column buttons that will automatically become useable
once you insert a table.
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Inserting Text from Web/Word
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upon during your website design process.

A When you insert text from MS Word or a website
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A What happens when you have TWO DNA sources fol
the SAME text? Chaos!

A Chaos includes a lot of confusing code showing up in

your paragraphg and ultimately NOT the update
you intended to make.

entered on the Admin Maintenance page will

x



Inserting Text from
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A To avoid bringing over
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website or MS Word
c_locument, use
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A Cut and Paste Text into
this program. It will

automatically strip all
code.



