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WordPress: Its Origins  
) ÌÉËÅ ÔÏ ÂÅÇÉÎ 7ÏÒÄ0ÒÅÓÓ ÉÎÔÒÏÄÕÃÔÉÏÎÓ ×ÉÔÈ Á ÌÉÔÔÌÅ ÈÉÓÔÏÒÙ ÁÂÏÕÔ ÔÈÅ ÐÒÏÇÒÁÍȭÓ ÕÓÅȢ /ÒÉÇÉÎÁÌÌÙȟ 

this program was built as a blogging tool. Multiple people would contribuÔÅ ÔÏ Á ÓÉÎÇÌÅ ȰÂÌÏÇȱȟ 

including Editors, Subscribers, and more.   

Many of the confusing options, layouts, ÁÎÄ ÔÅÒÍÉÎÏÌÏÇÙ ÈÁÖÅ ÉÔȭÓ ÒÏÏÔÓ ÉÎ ÔÈÉÓ ÏÒÉÇÉÎÁÌ ÕÓÅ ÆÏÒ ÔÈÅ 

program. These include: 

¶ 4ÈÅ Ȱ2ÅÃÅÎÔ $ÒÁÆÔÓȱ ÐÏÒÔÉÏÎ ÏÆ ÔÈÅ Íain dashboard. 4ÈÉÓ ÁÒÅÁ ×ÁÓ ÍÅÁÎÔ ÁÓ Á ȬÑÕÉÃË 

ÌÉÎËȭ ÂÏØ ÆÏÒ %ÄÉÔÏÒÓ ÏÆ Á ÂÌÏÇ ÔÏ ÆÉÎÄ ÔÈÅ ÍÏÓÔ ÒÅÃÅÎÔ ÂÌÏÇÓ ÔÈÅ #ÏÎÔÒÉÂÕÔÏÒÓ ÈÁÄ ×ÒÉÔÔÅÎȢ 

4ÈÅÙȭÄ ÆÉÎÄ ÔÈÅ ÂÌÏÇȟ ÅÄÉÔ ÉÔȟ ÁÎÄ Ȱ0ÕÂÌÉÓÈȱ ÉÔȦ 

¶ 4ÈÅ Ȱ5ÓÅÒȱ 4ÙÐÅÓȢ 4ÈÅ ÔÉÔÌÅ Ȱ#ÏÎÔÒÉÂÕÔÏÒȱ ÏÒ Ȱ%ÄÉÔÏÒȱ ÄÏÅÓÎȭÔ ÒÅÁÌÌÙ ÆÉÔ ÍÏÓÔ ÃÏÍÐÁÎÙȭÓ 

Ȱ7ÅÂÓÉÔÅ !ÄÍÉÎÉÓÔÒÁÔÏÒȱȟ ÁÎÄ ÔÈÅ ÎÅÅÄ ÆÏÒ ÍÕÌÔÉÐÌÅ ÕÓÅÒÓ ÉÓ ÖÅÒÙ ÌÏ× ÉÎ 7ÏÒÄ0ÒÅÓÓȭÓ ÕÓÅ ÁÓ 

a Content Management System.  

It has been modified for use as a Content Management System. You have virtually total control of 

ÙÏÕÒ ÓÉÔÅȭÓ ÃÏÎÔÅÎt. Read on to learn the possibilities! 

Logging In  
¶ ClickCom provides each of their clients with their log-in information and site domain 

name.  

¶ 4Ï ÁÃÃÅÓÓ ÔÈÅ ÁÄÍÉÎȟ ÓÉÍÐÌÙ ÔÙÐÅ Ȭ×Ð-ÁÄÍÉÎȭ ÁÆÔÅÒ ÙÏÕÒ ÄÏÍÁÉÎȡ  
o Example Domain: http://clickcom.com/   
o $ÏÍÁÉÎȭÓ !ÄÍÉÎȡ http://clickcom.com/wp -admin  

 

http://clickcom.com/admin
http://clickcom.com/wp-admin
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Administrator Dashboard  

Navigating the Dashboard  

After logging in, you will immediately be taken to your Dashboard, which shows your categories 

in a column on the left hand side:  

 

Left -hand Navigation  

¶ Posts: ÃÒÅÁÔÅ ÁÎÄ ÍÁÉÎÔÁÉÎ Ȱ"ÌÏÇ 0ÏÓÔÓȱ ÈÅÒÅȢ  

¶ (Comments  is where you view and manage blog comments). 

¶ Media: add images, movies, PDFs and other documents . 

¶ Links: Only Advanced Users should access this application. This is not where you manage 
Á ȬÌÉÎËÓȭ ÐÁÇÅȢ  

¶ Pages: ÁÄÄȟ ÅÄÉÔȟ ÁÎÄ ÍÁÎÁÇÅ ÔÈÅÉÒ ÓÉÔÅȭÓ ÐÁÇÅÓ ÈÅÒÅȢ  
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Pages         
  

¶  Ȱ%ÄÉÔȱ ×ÉÌÌ ÂÒÉÎÇ ÕÐ Á ÌÉÓÔ ÏÆ ÃÕÒÒÅÎÔ ÐÁÇÅÓȢ 

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

¶ ȰÐÁÇÅ-ÁÓÈȱ ×ill bring up a list of current pages in SiteMap 
Outline format. You can see and easily edit parent/child 
page relationships using this function. 

Edit Pages 

You may Publish, Delete, and change page settings in bulk 

directly from the Ȱ%ÄÉÔȱ ÓÃÒÅÅÎȢ  

To acceÓÓ Á ÐÁÇÅȭÓ ÓÐÅÃÉÆÉÃ ÅÄÉÔÏÒ ÓÃÒÅÅÎȟ ÃÕÒÓÏÒ ÏÖÅÒ ÔÈÅ 

ÐÁÇÅ ÙÏÕ ×ÁÎÔ ÔÏ ÅÄÉÔȟ ÁÎÄ ÃÌÉÃË ÔÈÅ Ȱ%ÄÉÔȱ ÌÉÎË ÂÅÌÏ×Ȣ 

)Æ ÙÏÕ ÈÁÖÅ ÍÁÎÙ ÐÁÇÅÓȟ ÕÓÅ ÔÈÅ ȰÓÅÁÒÃÈȱ ÆÅÁÔÕÒÅ ÔÏ ÆÉÎÄ ÔÈÅ 

page.  

4ÈÅ %ÄÉÔÏÒȭÓ 2ÉÇÈÔ (ÁÎÄ /ÐÔÉÏÎÓ 

The Page editor lists many setting options to the right of the WYSIWYG 

editor.  

These include: 

¶ 4ÈÅ Ȱ3ÁÖÅ $ÒÁÆÔȱ ÆÅÁÔÕÒÅȟ ×ÈÉÃÈ ÁÌÌÏ×Ó ÙÏÕ ÔÏ ÓÁÖÅ ÔÈÅ ÃÏÎÔÅÎÔ 
ÏÆ Á ÐÁÇÅ ×ÉÔÈÏÕÔ Ȱ0ÕÂÌÉÓÈÉÎÇȱ ÉÔ ÆÏÒ ÐÅÏÐÌÅ ÔÏ ÖÉÅ×Ȣ 

¶ Ȱ0ÕÂÌÉÓÈȱ ɉ,ÁÔÅÒ Ȱ5ÐÄÁÔÅȱɊ ÂÕÔÔÏÎ ÔÏ ÍÁËÅ Á ÐÁÇÅȭÓ ÃÈÁÎÇÅÓ 
ȬÌÉÖÅȭȢ 

¶ Ȱ6ÉÓÉÂÉÌÉÔÙȱ ÓÅÔÔÉÎÇÓȟ Ôo set a page as private, password protected, 
or public. 

¶ Ȱ0ÕÂÌÉÓÈ )ÍÍÅÄÉÁÔÅÌÙȱȟ ×ÉÔÈ ÔÈÅ ÏÐÔÉÏÎ ÔÏ ÐÕÂÌÉÓÈ ÏÎ ÁÎÙ ÄÁÔÅȢ 
(Bloggers use this when they publish blogs on a regular schedule 
each week for their subscribers to read. Instead of waking up in time to publish the blog 
they wrote last week, they can set the blog to automatically publish at 8AM Friday, for 
example). 

¶ $ÅÔÅÒÍÉÎÅ Á ÐÁÇÅȭÓ Ȱ0ÁÒÅÎÔȱȟ ÙÏÕ ÍÁÙ ÁÌÓÏ ÕÓÅ pagemash. 

¶ $Ï ÎÏÔ ÁÄÊÕÓÔ Ȱ4ÅÍÐÌÁÔÅȱ ÓÅÔÔÉÎÇÓȢ #ÌÉÃËÃÏÍ ÓÅÔÓ ÔÈÅÓe for you. 

¶ Determine Order, or use pagemash. 

0ÁÇÅ Ȱ%ÄÉÔÏÒȱ 3ÃÒÅÅÎ 

Insert headings, content, save drafts, publish a page, and edit Attributes. 
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And BEFORE you start editing, always be in Visual (not HTML) mode  (top right corn er of your 

page).  Otherwise, the page will look very odd!  

 

Editor Buttons  

¶ The Editor Buttons are very similar to MS Word.  

¶ Most common buttons: 
o Hyperlink: to emails, outside sites, and pages within your site. 
o Anchor: Typically, a link to an article with in the same page. 
o Insert Table 
o Insert bullets or numbered list. 
o Indent paragraphs. 
o Insert symbols. 

 

Previewing Pages  

When you preview a page, WordPress essentially takes a snapshot of the editor box content when 
ÙÏÕ ÈÉÔ ȰÐÒÅÖÉÅ×ȱȢ )Ô ×ÉÌÌ ÈÁÖÅ ÉÔȭÓ Ï×Î 52,Ȣ (ÉÔÔÉÎÇ ȰÒÅÆÒÅÓÈȱ ×ÉÌÌ ÎÏÔ ÕÐÄÁÔÅ ÔÈÅ ÐÒÅÖÉÅ× 52, ÔÏ 
ÒÅÆÌÅÃÔ ÁÄÄÉÔÉÏÎÁÌ ÃÈÁÎÇÅÓȢ 3ÉÍÐÌÙ ÅØÉÔ ÏÕÔ ÏÆ ÔÈÅ ÏÒÉÇÉÎÁÌ ȰÐÒÅÖÉÅ×ȱ ÓÃÒÅÅÎ ÁÎÄ ÈÉÔ ȰÐÒÅÖÉÅ×ȱ ÁÇÁÉÎ 
to view changes. 
 

Ȱ%ÄÉÔ ÔÈÉÓ ÅÎÔÒÙȱ 

This link appears at the bottom of every page and post viewed on the front-end of the website 

while an administrator is logged in. 
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ñEdit this entryò is a WordPress admin tool. It was designed to 

make blogs and sites easy to update, and clicking the link will 

pull up the post/page you are viewing into the Admin editor 

box.  

This only happens when you are logged in to the admin. You can remain logged in for up to two 

days unless you specifically select the ñLog Outò link in the top right of the Admin dashboard. 

Rest assured this link is not visible via other computers. 

Accessing a Prior Revision  

A pink autosave reminder box at the top of the page will indicate when a prior revision is 

available. 

 

To recall a previous version of a page:  Go to Page Revisions , choose the page you wish to restore 

and select Restore.   

 

 

pageMash  

Cursor over the page title, and the >> icon beside it to see: 

¶ Ȱ%ÄÉÔȱ ÔÏ ÏÐÅÎ ÐÁÇÅ ÅÄÉÔÏÒ ÓÃÒÅÅÎ 

¶ Ȱ(ÉÄÅȱ ÐÁÇÅÓ ÆÒÏÍ ÍÁÉÎ ÎÁÖÉÇÁÔÉÏÎ ÂÁÒ. What does this do? 

¶ Ȱ2ÅÎÁÍÅȱ Á ÐÁÇÅȭÓ ÂÕÔÔÏÎ-name in the main navigation  bar 
Click & Drag Pages to: 

¶ Establish order in main navigation bar 

¶ Create parent/child relationships 
!,7!93 ÃÌÉÃË Ȱ5ÐÄÁÔÅȱ ÔÏ ÁÐÐÌÙ ÐÁÇÅ-ÁÓÈ ÃÈÁÎÇÅÓȦ A red confirmation notice will flash in the 
bottom left corner.  
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Hiding Pages  

ñHidingò a page essentially means you are excluding the link to that page from showing up in 

primary and sub navigation. Anybody with the URL can still see the page, or you can provide 

links to the page elsewhere on your site. It does not mean it is password protected or ómembers 

onlyô. 

To hide a page, go into pageMash under ñPagesò. Put your cursor over the page title and three 

link options will appear, edit, hide, rename. When you select ñhideò the page will grey out. 

Select the hide link again to un-hide or ñshowò.
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)ÎÓÅÒÔÉÎÇ ,ÉÎËÓ ÔÏȣ 

Other Pages  

1.  Type and highlight the text in the editor screen you want linked. 
2. Click the link button  (Located in the top right of the editor buttons)  
3. 0ÁÓÔÅ ÔÈÅ 52,ȟ Ȱ)ÎÓÅÒÔ 

 

 

Links Within my Site  

1. Follow steps 1-3 above.  
2. Instead of pasting the whole URL (starting with http://...) You only need to paste the last 
ÐÁÒÔ ÏÆ ÔÈÅ 52,ȟ ÓÔÁÒÔÉÎÇ ×ÉÔÈ ÔÈÅ ȰȾȱ ÆÏÌÌÏ×ÉÎÇ ÔÈÅ ÄÏÍÁÉÎȢ  

3. Example: Instead of mydomain.com/aboutus/ourstaff I will only copy and paste 
/aboutus/ourstaff  

4. This is particularly true with ALL links inserted during the development domain phase. 
Links pointing to mydomain.clickcom.com domains will be broken once my site goes live. 

Links Within a Page on my Site  

4ÈÅÓÅ ÁÒÅ ÃÁÌÌÅÄ Ȱ!ÎÃÈÏÒÓȱȢ 4ÈÅÙ ÁÒÅ ÆÒÅÑÕÅÎÔÌÙ ÕÓÅÄ ÏÎ &!1 ÐÁÇÅÓȟ ×ÈÅÒÅ ÔÈÅÒÅ is a list of 

ÑÕÅÓÔÉÏÎÓ ÁÔ ÔÈÅ ÔÏÐ ÏÆ ÔÈÅ ÐÁÇÅȟ ÁÎÄ ÃÌÉÃËÉÎÇ ÔÈÅÍ ×ÉÌÌ ȰÄÒÏÐȱ ÙÏÕ ÄÏ×Î ÔÏ ÔÈÅ ÁÎÓ×ÅÒȢ  

1. Put your cursor beside the DESTINATION (in an FAQ, the answer) and select the Anchor 
icon (bottom middle). Name the anchor and save/insert. 

2. Highlight the text you want  linked (the question) and hit the link icon.  
3. )ÎÓÔÅÁÄ ÏÆ ÆÉÌÌÉÎÇ ÏÕÔ ÔÈÅ Ȱ,ÉÎË 52,ȱ ÆÉÅÌÄȟ ÓÅÌÅÃÔ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅ ÁÐÐÒÏÐÒÉÁÔÅ ÁÎÃÈÏÒȢ 

Insert. 




























