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Logging In

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

ÁTraining Site Domain: 
http://clickcom.com/admin

Á4Ï ÁÃÃÅÓÓ ÙÏÕÒ ÁÄÍÉÎȟ ÓÉÍÐÌÙ ÔÙÐÅ Ȭwp-ÁÄÍÉÎȭ 
after your domain: 
http://clickcom.com/wp-admin

Á4Ï ÁÃÃÅÓÓ ÙÏÕÒ #ÏÎÔÒÏÌ 0ÁÎÅÌȟ ÓÉÍÐÌÙ ÔÙÐÅ ȬȡΨΦήΨȭ 
after you domain: 
http://clickcom.com:2082
ĞPlease read all information about the C-Panel 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. 



Admin Dashboard



Navigating the WordPress
Dashboard

Regularly check this screen for 
ClickComupdates and alerts. We 

will post new information 
regarding WordPressplug-ins, 

ClickCompromotions, and more.

If you have worked on pages 
without publishing the changes, 
you can access those drafts here. 

Coming soon! 
ClickComis building an easy-navigation box. This user friendly tool will 

ÐÒÏÖÉÄÅ Ȱ1ÕÉÃË ,ÉÎËÓȱ ÔÏ ÁÄÄ ÐÁÇÅÓȟ ÃÒÅÁÔÅ ÆÏÒÍÓȟ ÁÎÄ ÍÏÒÅȦ



Left - hand Navigation

Posts: create and 
ÍÁÉÎÔÁÉÎ Ȱ"ÌÏÇ 0ÏÓÔÓȱ 
here. For many sites, this 
is where you will update 
Ȱ.Å×Óȱ ÐÁÇÅÓȢ 
(Commentsis where you 
view and manage blog 
comments).

Media: add images, 
movies, PDFs and other 
documents using this 
application.

Links: This is not where 
ÙÏÕ ÍÁÎÁÇÅ Á ȬÌÉÎËÓȭ 
page. Only Advanced 
Users should access this 
application.

Pages: This is the most 
commonly used 
application. Users can 
add, edit, and manage 
ÔÈÅÉÒ ÓÉÔÅȭÓ ÐÁÇÅÓ ÈÅÒÅȢ



Pages

Á#ÌÉÃË Ȱ0ÁÇÅÓȱ ÉÎ ÔÈÅ ÌÅÆÔ-hand navigation.

ĞȰ%ÄÉÔȱ ×ÉÌÌ ÂÒÉÎÇ ÕÐ Á ÌÉÓÔ ÏÆ ÃÕÒÒÅÎÔ ÐÁÇÅÓȢ

ĞȰ!ÄÄ ÎÅ×ȱ ×ÉÌÌ ÁÕÔÏ-open a blank page screen.

ĞȰpageMashȱ ×ÉÌÌ ÂÒÉÎÇ ÕÐ Á ÌÉÓÔ ÏÆ ÃÕÒÒÅÎÔ ÐÁÇÅÓ ÉÎ 
SiteMapOutline format. You can see and edit parent/child 
page relationships using this function.



Edit Pages

ÁBulk Actions:
ĞEdit : bulk-change page 

templates and more.

ĞDelete: bulk-delete 
pages.

ÁIndividual Pages:
ĞEdit: brings up existing 

page in the editor.

ĞDelete: deletes page.

Ğ6ÉÅ×ȡ ÓÈÏ×Ó ÔÈÅ ÐÁÇÅȭÓ 
current view.



0ÁÇÅ Ƨ%ÄÉÔÏÒƨ 3ÃÒÅÅÎ
This is a blank Page Editor. 

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

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



Editor Buttons
Á The Editor Buttons are very similar to MS Word. 

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

Á Most common buttons:
Ğ Hyperlink: to emails, outside sites, and pages within your site.
Ğ Anchor: Typically, a link to an article within the same page.
Ğ Insert Table: choose the number of rows and columns, cell padding, and 

alignment. Once the table is inserted, just click and type!
Ğ Insert bullets or numbered list.
Ğ Indent paragraphs.
Ğ Insert symbols.
Ğ Ȱ#ÌÅÁÒ #ÏÄÅȱ ÉÆ ÉÎÓÅÒÔÉÎÇ ÔÅØÔ ÆÒÏÍ ×ÅÂ ÏÒ -3 7ÏÒÄȢ
Ğ If you have questions, just ask!



%ÄÉÔÉÎÇ 0ÁÇÅÓƛ#ÏÎÔƦÄ

Á Inserting Links
ĞWhen you need to insert a link, highlight the text that will 

link and choose the       button from the menu.  Type in the 
URL and Insert.

ÁAdding Pics, Media, PDFs
ĞTo add photos, choose the       button, located in the 

Upload/Insert button option line, just above the tool bar. 
ĞThen browse for the appropriate file, open it, and Insert.
ĞFrom this box, you can also title the picture and insert your 

captions. 

ÁPicture Edit
ĞAdvanced Settings after double clicking on a photo--make 

sure the Border is set to zero (0) if a border appears.



%ÄÉÔÉÎÇ 0ÁÇÅÓƛ#ÏÎÔƦÄ
Á Inserting Links to PDFs

Ğ Go to the Insert PDF         option, choose the file and select it.  
Ğ "%&/2% ÙÏÕ Ȱ)ÎÓÅÒÔȟȱ ÃÈÁÎÇÅ ÔÈÅ ×ÏÒÄÉÎÇ ÉÎ ÔÈÅ ÔÉÔÌÅ ÔÏ ×ÈÁÔ ÙÏÕ ×ÁÎÔ ÔÈÅ 0$& 
ÆÉÌÅ ÔÏ ÁÐÐÅÁÒ ÁÓ ÉÎ ÙÏÕÒ 7ÅÂ ÓÉÔÅȢ  3Ïȟ ÉÆ ÉÔ ÕÐÌÏÁÄÓ ×ÉÔÈ ÔÈÅ ÔÉÔÌÅ ȰÐÄÆ-123-ΪΫάȟȱ 
ÙÏÕȭÌÌ ×ÁÎÔ ÔÏ ÃÈÁÎÇÅ ÔÈÅ ÎÁÍÅ ÔÏ ÓÏÍÅÔÈÉÎÇ ÅÌÓÅ ÌÉËÅ Ȱ)ÎÓÔÒÕÃÔÉÏÎÓ ÆÏÒ 89:Ȣȱ  
ɉ4ÈÉÓ ×ÁÙȟ ×ÈÅÎ ÖÉÓÉÔÏÒÓ ÖÉÅ× ÙÏÕÒ ÓÉÔÅȟ ÔÈÅÙ ×ÉÌÌ ÓÅÅ ÔÈÅ ×ÏÒÄÉÎÇ Ȱ)ÎÓÔÒÕÃÔÉÏÎÓ ÆÏÒ 
89:ȟȱ ÁÎÄ ÃÁÎ ÃÌÉÃË ÏÎ ÔÈÁÔ ×ÏÒÄÉÎÇɂwhich is the link--to see the PDF).

Ğ THEN, choose Insert.  
Ğ To get the link to open in a new window, highlight the text, choose the          , and 

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

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

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

Á To add table(s)
Ğ 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.  

Ğ ./4%ȡ  0ÉÃÔÕÒÅÓ ÉÎ Á ÔÁÂÌÅ ÓÈÏÕÌÄ ÁÌ×ÁÙÓ ÂÅ ÓÅÔ ÔÏ Ȱ.ÏÎÅȱ ÆÏÒ ÁÌÉÇÎÍÅÎÔȢ



Inserting Text from Web/Word

Á4ÈÉÎË ÏÆ #ÏÄÅ ÁÓ Á ÔÅØÔÓȭ $.!Ȣ #ÏÄÅ $ÅÔÅÒÍÉÎÅÓ 
ÔÅØÔÓȭ ÆÏÎÔ ÓÉÚÅȟ ÃÏÌÏÒȟ ÓÔÙÌÅȟ ÁÎÄ ÆÏÒÍÁÔȢ 

Á9ÏÕÒ ×ÅÂÓÉÔÅ ×ÁÓ ÃÒÅÁÔÅÄ ×ÉÔÈ ȰÔÅØÔ $.!Ȣȱ !ÌÌ ÔÅØÔ 
entered on the Admin Maintenance page will 
ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÂÅ ÃÏÄÅÄ ×ÉÔÈ ÔÈÅ ȰÔÅØÔ $.!ȱ ÄÅÃÉÄÅÄ 
upon during your website design process.

ÁWhen you insert text from MS Word or a website 
ÐÁÇÅȟ ÙÏÕȭÒÅ ÂÒÉÎÇÉÎÇ ÔÈÁÔ ÔÅØÔȭÓ $.! ÔÏÏȦ 

ÁWhat happens when you have TWO DNA sources for 
the SAME text? Chaos!

ÁChaos includes a lot of confusing code showing up in 
your paragraphs ɀand ultimately NOT the update 
you intended to make.



Inserting Text from 
7ÅÂƳ7ÏÒÄƛ#ÏÎÔƦÄ

ÁTo avoid bringing over 
Ȱ4ÅØÔ $.!ȱ ÆÒÏÍ Á 
website or MS Word 
document, use 
Ȱ.ÏÔÅÐÁÄȢȱ

ÁCut and Paste Text into 
this program. It will 
automatically strip all 
code.


