WordPress User Manual

Louisiana Board of Regents



WordPress is an online blogging software that can be used as content
management for regular sites when configured properly.

The Regents site uses WordPress content management, with various
plug-ins and customizations.

This is a basic user’s guide that will explain how to update content on
pages, as well as the various customizations.



QUICK GUIDE:

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:
Step 6:
Step 7:
Step 8:
Step 9:
Step 10:
Step 11:

Go to: www.regents.la.gov/wp-admin
Put in your username and password
You will see the Dashboard now.
Click “Pages”

Find the page you want to edit

Click on that page

Edit your content

Click “preview changes” to see what you’ve done
Click “update” if you are happy with it
Click “view page” to check it again

Go about your business.

Some important points:

1. Make sure you click “update” or “save” every time you’'ve made a
change.

2. When you go to the site to check your work, make sure you
“refresh” your page in order to see changes.



All work on the site is accomplished through the WordPress Dashboard
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Settings

To the left you see the menu you will use to get to the places you need to

Dashboard
Right Now
Content Discussion
7 Posts O Comments
149 Pages O Approved
4 Categories O Pending
O Tags O Spam

Theme Regents with 19 Widgets

You are using WordPress 3.5.1.

Recent Comments

No comments yet.

Incoming Links

RSS Error: A feed could not be found at http: google. feeds?
scoring=d&ie=utf-

8&num= i Afeed
with an invalid mime type may fall victim to this error, or SimplePie was unable to auto-

discover it.. Use force_feed() if you are certain this URL is a real feed.

Plugins

Most Popular
WordPress Importer (Install)

Import posts, pages, comments, custom fields, categories, tags and more from a WordPress
exportfile

Newest Plugins

Magic Fields 2 Toolkit (Install)
Plugin adds some useful features to the Magic Fields 2 plugin.

Thank you for creating with WordPress.

be in order to edit or add content:
Posts, Media, Pages, Comments, Profile, Tools.

Screen Options Help

QuickPress

Add Media

Save Draft Reset

Recent Drafts

There are no drafts at the moment

‘WordPress Blog

WordPress 3.5.1 Maintenance and Security Release January 24, 2013
WordPress 3.5.1 is now available. Version 3.5.1 is the first maintenance release of 3.5, fixing
37 bugs. Itis also a security release for all previous WordPress versions. For a full list of
changes, consult the list of tickets and the changelog, which include: Editor: Prevent certain
HTML elements from being unexpectedly removed or modified in rare [...]

2012: A Look Back January 1,2013

Another year is coming to a close, and it's time to look back and reflect on what we've
accomplished in the past twelve months. The WordPress community is stronger than ever, and
some of the accomplishments of the past year are definitely worth remembering. Software
Releases We had two major releases of the WordPress web [...]

Other WordPress News
Weblog Tools Collection: WordPress Plugin Releases for 3/21

‘WordPress.tv: Walter Dal Mut: WordPress incontra il Cloud Computing: Scalabilita ed
Alta Disponiblita

Alex King: WordPress Maturity — An Interview with Me at WP Engine
‘WordPress.tv: Lisa Sabin-Wilson: Oh, The Themes You'll Do!

Weblog Tools Collection: WordPress Theme Releases for 3/19

Version 3.5.1

You will not need to use Posts, Comments or Tools.

Media is where you find the pdfs and photos/images used on the site,
and where you will add pdfs or photos/images you want to put on your

pages.

Pages is where you will find your pages, or create new ones.

Profile is where you can change your password, should you need to.



Editing Pages

*The kitchen sink on your content editing box will allow you to change
your fonts within reason, add color, clear formatting, add links, add
HTML tags, short code, “read more”s, bullets, numbers, and center/align
your text. If you need to look at/edit your code, click on the “text” tab at
the upper right hand corner of your content editing box.
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“Add media”
You can click here to insert a photo or an image. It will need to be
in the media library first. So if you have the photo on your hard
drive or a thumb drive, do that first. Then open your page and
click here so you can add it to this page.

TOP ROW:

HBH
This is where you can make text bold. Highlight the text using
your cursor, then click this button.

HI"
This is the button you use to make your text italitcs. Highlight the
text using your cursor, then click this button.

ABC
This button will strike through any text you highlight.

Bullet Button
This button will add bullets to your text. Highlight your list of
items, then click this button. If you click the little arrow to the
right of this button you will see that you can make your bullets
round or square, etc.

Number Button



This button will add numbers to your text. Highlight your list of
items, then click this button. If you click the little arrow to the
right of this button, you will see that you can make your numbers
Roman or Greek, etc.

Quote Marks
This button will allow you to insert a block quote (for instance, if
you wanted to quote some text from a document and indent both
sides of it within your regularly formatted text.)

Align Buttons
These buttons allow you to align your text left or right, or center
it. *Remember that if you have an image/photo on your page, you
will have to address the alignment of the image and the text
within the image editing box.)

Link and Unlink Buttons
These buttons allow you to link text on your page to another page
in your site or another website. Just highlight the text you want to
link (like “Click here”) and then click on the little button that looks
like a chain. A box will pop up that gives you the option of filling
in the URL of another website, or linking to a page on the Regents
site (there is a list there, which you can search).

Insert More Tag
This is probably a button you will not use. This creates a “read
more” tag in your page, such as you would find on a newspaper
site, or any site where only part of an article and then a link to the
rest of the article.

Spell Check Button
This button you can use to spell check your work. If you click the
little arrow to the right of it, you will find that you can spell check
your work even if you are writing in Polish or Portuguese.

Full Screen Button
This button will show you your page in a different view. It
basically removes all the stuff above, below and beside your
wysiwyg box. If you are composing your text within the box, you



might want to use this view so that you can write without
distractions.

Show/Hide Kitchen Sink Button
This button will hide half of your buttons.

Envelope Button
This button will allow you to put a link that will open up your
visitor’s email program and create a message to someone specific.
Type in the person’s email address. Highlight the address. Click on
the button. *NOTE: it is not recommended that you place
someone’s email address on the site. Spambots visit sites
constantly, trying to harvest email addresses to use for spam.

SECOND ROW:

Font Drop-Down
This menu allows you to change the font of the text on your page.
You can highlight the text and then click on this button to change
it to a page title, different headline sizes or “paragraph,” which is
just a body copy size. *NOTE: keep in mind that the title of your
page is going to appear at the top of the page in Title font.

Underline Button
This button allows you to underline text. Highlight the text and
click this button.

Justify Button
This allows you to justify your text. Highlight the text and click
this button

Color Button
This allows you to change the color of the text on your page.
*NOTE: the colors of the text on our pages have been pre-
determined by the designer to work with the overall design of this
site. It is not recommended that you change any text colors.



Paste as Plain Text Button

This button allows you to clear the formatting from any text you
have cut or copied from another document or program. It is a
good idea to use this button whenever you paste a block of text, to
make sure that you don’t paste unwanted formatting into your
article. Highlight the text in your other document, click “copy”
then put your cursor on this page where you want the text to go,
and click this button. *NOTE: If you are trying to paste a table or
links, do not use this button as it will remove your table and your
links.

Paste from Word Button
This button is designed to clear the formatting from text you're
copying from a word document. Highlight the text in your other
document, click “copy” then put your cursor on this page where
you want the text to go, and click this button. *NOTE: If you are
trying to paste a table or links, do not use this button as it will
remove your table and your links.

Eraser

This button will clear formatting from text already in your page.
Highlight the text, then hit this button. If you have put text into a
page, and when you save the page it seems to be moving around,
or you're trying to place a photo and it won’t stay where you put
it, you're probably fighting with some old formatting. So highlight
all that text that’s not cooperating, and hit this button a couple
times.

Omega Button
This button allows you to place special characters into your text.
Letters with accents, a copy right sign, math symbols, etc. Just
click on the Omega button, a box pops up with symbols in it. Select
your symbol and click.

Outdent and Indent
This allows you to indent your copy. Just place your cursor in the
copy and click the indent button. If you mess up and didn’t mean
to do that, click the outdent button and it goes back to where it
was.



Undo/Redo Buttons
If you want to undo something you just did, hit the button on the
left. If you want to repeat an action, click the button on the right.

Help Button
If you're confused, or you want to know if you can do something
that you can’t figure out, try clicking on this button to find the
topic you're interested in.

Tables
This button allows you to add a table, and then to manipulate the
table by adding or removing columns or rows, etc. *NOTE: use
tables sparingly. They tend to act up a bit in WordPress. Well, they
tend to act up a bit in everything.

HTML Buttons
You will not be using any of these buttons. These are geared
toward software developers.



If you need to create a new page:
1. Click on “pages”
2. Click on “add new”
3. Give your page a title.
4. Type in content by using the content editing box.

**Use caution when cutting and pasting text out of another program.
Text lifted in this manner often carries with it background noise in the
form of pieces or bits of code that will “fight” with the code in your
website page. If you must cut and paste, use the “paste as plain text” in
the content editing box. If you still find your text is moving around or
not behaving properly, highlight it and click on the pink eraser button in
the content editing box. That will erase all code attached to the text and
allow you to start over.

If you need to change an image already on the page:
1. Click on the image.
2. You will see a red circle and a tiny image.
3. If you want to delete the photo from the page, click the red

circle.

4. If you want to edit the photo on the page, click on the image.

a.
b.
C.

d.

A new content editing box will pop up.

You can change the image here.

You can change the position of the image on the page
here.

You can change the size of the photo here.

If you need to add an image to the page:

1. Click on “add media”

2. A box will pop up asking if you want to choose something from
the media library or upload a file. If the photo you want to use is
already in the library, click “library,” find it and click “insert”

3. If the photo you want to use is not already in the library, click
“upload file” and find the photo in your hard drive. Click “open”
and then “insert.

4. To change the photo that resides at the top of the page, above the
navigation, click on “set featured image” at the bottom right hand
corner of the page. Your image will need to be 720 by 200. Just
upload it and click “set featured image.”



