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User Guide to Blogging

Introduction

The aim of this document is to provide a simple and straightforward guide to key aspects of creating
Blogs for a website using Wordpress.

Some knowledge of using a word package and moving around a web browser is assumed.

This guide assumes that the User is already very familiar with Wordpress. The User is already
comfortable with moving round the Wordpress Dashboard, adding, modifying pages and images.

This guide shows how to create and edit blog pages known as posts in Wordpress 2.8+. Only the key
essentials are presented. Any further information can be found on the Wordpress webpage at
http://codex.Wordpress.org.

All support pages and this guide can be found on the Wellsites Support website: www.wellsites.info.

What Is Blogging

A blog, or weblog, is an online journal, diary, serial or articles published by a person or group of
people.

Wordpress allows users to create Blogs via its Post mechanism.

Wordpress Pages are used for static information: About The Company, Contact Information, List of
Services. This is information that is important but rarely needs changing. Pages created within
wordpress will be viewed within the Navigation Menu of the website.

Posts are used for information that changes on a regular basis: daily, weekly or even monthly. It is
where users write relevant articles, inform their client base of their latest news. These Posts pages
can be published and shared via RSS (Really Simple Syndication) feeds or through Social Networks
(Facebook, Twitter etc).


http://codex.wordpress.org/
http://www.wellsites.info/

PEAR

The pear is a fruit tree of genus Pyrus (pronounced [?pa?r?s/) and also the name of the tree's edible pomaceous

fruit 21 The pear is classified in subtribe Pyrinae within tribe Pyreae. The apple (Malus x domestica), which it
resembles in floral structure. is also a member of this subcategories.

@ Pear
® Kiwi
@ Strawberries
@ Glueberries

The English word “pear” is probably from Common West Germanic “pera, probably a loanword of Vulgar Latin pira.
the plural of pirum. akin to Greek apifrios, which is likely of Semitic origin. The place name Perry can indicate the
historical presence of pear trees. The term “pyriform” is sometimes used to describe something which is “pear-shaped™.

Article: http://en wikipedia.org/wiki/Pear

berries citrus

) Share | w20 c non-citrus

Select Category ~
Posted in fruit, health | Tags: non-citrus

KIWI Select Month  ~

The kiwifruit, often shortened to kiwi in some parts of the world, is the edible berry of a cultivar group of the woody
vine Actinidia deliciosa and hybrids between this and other species in the genus Actinidia.
The Actinidia is native to Morth East Asia, particularly South China.

The most common cultivars of kiwifruit are oval, about the size of a large hen's egg (5-8 cm / Subscribe to our Latest News
2-3in long and 4.5-56.5 cm / 1%4-2 in diameter). It has a fibrous, dull brown-green skin and bright
green or golden flesh with rows of tiny, black, edible seeds. The fruit has a soft texture and a unique
flavour, and today is a commercial crop in several countries, mainly in ltaly, China, and MNew
Zealand.

Enter your email address:

Fig 1: Example of Blog News




Post Pages
Wordpress uses Posts to distinguish between Pages, which are static and appear on your Navigation
menu, and Blog Pages (Posts) which change on a regular basis.

The Post menu is located as the second menu from the top on the Dashboard.

Posts entries are displayed in reverse chronological when published on the website.

a Screen Options Help
{2} Dashboard ,9/” Edit Posts | addnew
Search Posts
all | Published | Draft
Edit Bulk Actions v [ apply show all dates ~  view all categories v | Filter |:|
eclbcly [] Post Author Categories Tags L} Date
Post Tags
. [0 Add New Post Title - Draft Support Uncategorized MNo Tags 2010/04/21
Categories
Last Modified
o .
lifzdll [0 Pear Support fruit non-citrus 2010/02/22
& Links Published
Pages [ Kiwi Support fruit citrus 2010/02/22
— Published
L) Comments
[ Strawberries Support fruit berries, citrus 2010/02/22
Published
Appearance
» . O Blueberries Support fruit berries 2010/02/22
£ Plugins Published
& Users -
[0 Post Author Categories Tags » Date
T} Teols
Bulk Actions v [ Apply
Settings

Fig 2: List Post Pages

Adding & Editing a Post Page

From the Dashboard, under the Post menu select “Add New” to add a new post . To modify an
existing Post, select Edit”. Select the relevant post by choosing the edit option. Same method as with
editing a page.



Wellsites Showcase

{81 Dashboard

Edit
Add Newy
Post Tags

Categories
Media
& Links
Pages
Edit
Add New

CJ Comments

Appearance
,{3/4 Plugins
&, Users
Th Toels
Toals
Import
Export
Upgrade
xCollapse
Settings

57 Add New Post
Add New Post Title @

Permalink: http:/fwellsites.com.aufshowease/add-new-post-title [ Edit

Upload/Insert @ BN J2 % Yisual | HTML

B | 7| i)t

-~
]

[T
I
B |y
< i
]

Paragraph | = U

Add Article Information and Images Here. ©

Path: p» span
word count: 3 Draft Saved at 5:00:26 pm.

Excerpt

Excerpts are optional hand-crafted summaries of your content that can be used in your theme, Learn more about
manual excerpts,

Send Trackbacks

Send trackbacks to:

(Separate multiple URLs with spaces)

Trackbacks are a way to notify legacy blog systems that you've linked to them. If you link other WordPress blogs

Fig 2: Edit/Add a Post

Support | Turbo | Log Out

Screen Options Help

Publish

Save Draft Preview
Status: Draft Edit @
Wisibility: Public Edit

[%] Publish immediately Edit

Move 1o Trash Publish

Post Tags

Add
Separate tags with commas.

Choose from the most used tags in Post
Tags

Categories

2l Categories  Most Used

[ fruit
[ general
[ Uncategarized

+ dd New Catenare

A. The Post page will be very similar to editing/adding a page. Add Title. This will be name of
the article.

B. The formatting text bar is exactly the same as a page.

C. Text and images are adding in the same way as for a page.

D. The options to save the Post in draft form or publish are there too. Draft can be used to
preview the article. Once satisfied, select Publish to place the article on the blog/news page.

Please refer to Wellsites Support Website or Wellsites User Guide on details on how to edit page,
add image and use the formatting bar.

Please not that Posts are always published in chronological order.

Assigning a Page to be Post.

In order to view all the Posts, a Page must be created and linked to the Post Page.

Dashboard -> Page -> Add Page.

The Title of the Page should reflect the Blog: E.g “Blog Articles”, “Latest News”.
3. The Page can be placed anywhere in the Navigation Menu as any other page. It is
recommended that this is left at the top level, to ensure Clients find it easily.

4. Do not write any articles on this page, they will be not be seen.
5. Save the page


http://wellsites.info/
http://wellsites.info/wp-content/uploads/2010/01/User-Guide-2.0.pdf

{&} Dashboard

Add New Page

screen Lptions Help.

& Posts Blog Articles publish
Media Save Draft Preview
& Links Status: Draft Edit
Upload/insert =] I 2 # Visual || HTML Visibility: Public Edit
it B 7 s === =R = [ Publish immediately Edit
Add New Paragraph ~lo|s A~ @@ B KR =|E Ll
Q Comments
Appearance Attributes
Themes Parent
Fig 3: Create a "Blog Articles" page
This “Blog Articles” page will be assigned to become a link to all Posts.
Dashboard -> Settings -> Reading
Eile Edit Niew History Bookmarks Tools Help
@ v C X Ay (M com.aufshowcase/wp-admin/opt ding.php 77 | [#W+ Googie P

2 Most Visited | Getting Started = Latest Headlines

@ search a- @ Cards & Logins ~

3 Reading Settings < Wellsites Sho... < =

Help

e 5 5
{3 Dashboard 11 Reading Settings
& Posts ERontpageldpiays @ Your Iatest posts
Media ® A static page (select below)
o Links Front page: Home [=]
[C] Pages =
CJ Comments
About U

Blog pages show at most 10 05 BIDArtIEs

Appearance Contact Us
// . Syndication feeds show the 10 pos|FAQ

£ Plugins most recent My First Visit
'35 T Prices

For each article in a feed, show Home

T} Tools @ Full text |Our Services
) Summary Testimonials

Encoding for pages and feeds UTF-8 The character encoding of your blog (UTF-8 is recommended, if you are

adventurous there are some other encodings,

Save Changes

Fig 4: Assign Blog Page

Click the pull down menu against Post Pages. Select “Blog Articles”. Save the changes

Viewing Posts

Go to the blog page created on the website. Each Post will be published in chronological order.

m



HOME ABOUT US ‘OUR SERVICES TESTIMONIALS FAQ CONTACTUS

PEAR

The pear is a fiuit tree of genus Pyrus (pronounced [?pa?r?s/) and also the name of the tree's edible pomaceous
fruit 21 The pear is classified in subtribe Pyrinae within tribe Pyreae. The apple (Malus = domestica), which it
resembles in floral structure, is also a member of this subcategories.

The English word “pear” is probably from Common West Germanic “pera, probably a loanword of Vulgar Latin pira,
the plural of pirum, akin to Greek api(rjos, which is likely of Semitic origin. The place name Perry can indicate the
historical presence of pear trees. The term “pyriform” is sometimes used to describe something which is “pear-shaped”™.

BLOG ARTICLES

@ Pear
® Kiwi
@ Strawberries
@ Blueberries

Article: http:/fen.wikipedia.org/wiki/Pear

berries citrus

non-citrus

Bshare B &0c

Select Category ~
Posted in fruit, heaith | Tags: non-citrus

Select Month  ~

The kiwifruit, often shortened to kiwi in some parts of the world, is the edible berry ofa cultivar group ofthe woody
vine Actinidia deliciosa and hybrids between this and other species in the genus Actinidia.
The Actinidia is native to North East Asia, particularly South China.

T . m £ Leinsisit L abeut th £l b

uhsrribe to our | atest Mews

Fig 5: View Blog Articles

View Most Recent Posts
On Home page, there will be a Widget listing the 5 most recent posts. The client will click can on
particular artcle link in order to view it.

@ Pear
® Kiwi
@ Strawberries
@ Blueberries

Fig 6: View Recent Posts

Optional: Categories

What is a Category
Each post in WordPress is filed under a category. Categories allow posts to be grouped with others
of similar content and aids in the navigation of a site.

The User might provide several services. Often articles are published to inform clients concerning
those services e.g: Stress, Disorders, The Journey. Each article can be assigned to a category,
clients can then request to read all articles concerning just that category.



Adding a Category

(&} Dashboard

Edit
Add New
Post Tags

Categories
Media
& Links
Pages

CJ Comments

Appearance

s Categories

Add Category

Category Mame
catagoryname

The name is used to igentify the cateqory almost everywhere,
for example under the post or in the category widget,

Category Slug

category-slug

The “slug” is the URL-friendly version of the name. It is usually
all lawercase and containg only letters, numbers, and hyphens,

Category Parent

o A
£ Plugins Nane 3
% Users Categories, unfike tags, can have a hierarchy. You might have
.m Tool Jazz categary, and under that have children categories for Bebop
ool and Big Band, Totally opfional,
Settings
Description
[E Gallery
Write here a description of your
category
The description is not prominent by default;, however, some
& g3y show (F
P Categary
3
Fig 7: Add a Category

Sereen Options Help

D List of Categories
Created Search Categories

Bulk Actions ~ (_Apply

[] Name Description Slug Posts
O fruit fruit 4
[0 general general a
Uncategorized uncategorized 0
[ MName Description Slug Posts

Bulk Actions v | Apply

Note:
Deleting a category does not delets the posts in that category, Instead, posts that were only
assigned {0 the deleted category are set fo the category Uncategorized.,

Categories can be selectively converted to tags using the cateqory i ag converter,

Under the Posts menu on the Dashboard, select Categories.

el S

Create a category name.

Create a URL to the category name.
Optional: Add a description of the category.
Save the changes

Assigning a Category to a Post

10



Categories

All Categories Most Lsed

[] fruit
[] general
[] Uncategarized

+ Add Mew Cateqory

Fig 8: Assign a Category

1. Open up a Post Page or create a new Post page.

2. On the right hand side there is a category menu. All categories that have been created will
be listed.

3. Check each relevant category. A post can belong to more than one category.

View Category
On Home page, there will be a Category Widget, listing all categories. The client will click on the on a
category to view all relevant articles.

: Select Category :
Select Category

fruit
health

Fig 9: View Categories

Optional: Tags
What is a Tag

A tag is a keyword which describes all or part of a Post. It is similar to a category but smaller
in scope. A post may have several tags. Like Categories, Tags are usually linked to a page
which shows all posts having the same tag. Unlike Categories, Tags can be created on-the-
fly, by simply typing them into the tag field.

11



Tags are useful to let clients know what the post is about

Many people confuse Tags and Categories, but the difference is easy: Categories generally

don't change often, while your Tags usually change with every Post.

Adding a Tag

{&t Dashboard

s Tags

Popular Tags

" berries Citrus .
Add Mew e —
Post Tags
Categories Add a New Tag
D=t Tag name
o Links tagname
Pages The name is how the tag appears on your site.
CJ Comments
Tag slug
tag-slug

Appearance
The “slug” is the URL-friondly version of the name. It is usually

£ Plugins 3l lowercase and contains only letters, numbers, and hyphens.

& Users

Th Tools Description

Ssttings

E Gallery Write Description of Tag Here

The description is not prorinent by default; however, some
thermes may show it

Add Tag

Fig 10: Adding a Tag

Dashboard -> Post -> Tags.
Create tag name.

Create URL for the tag

Optional: Description of the tag

i e

Assigning a Tag

Post Tags
Aci
Senarate tags with conrinas, Ig
berries

Click Here

Choose from the most ad tags in Post
Tags

berries citrus

non-citrus

Fig 11: Assign a Tag

1. Open aPost or add a new Post.

D List of Tags Created

Bulk Actions v Apply

[0 Name Description

[ berries

[ citrus

O newsletters
[0 non-citrus
[0 photos

[ Name Description

Bulk Actions v [ &pply

12

Slug

berries

oitrus

newsletter

non-citrus

photos

Slug

Screen Options Help

Search Tags

Posts

Posts



2. Click on “Choose from the most used tag in post”. This will list all the popular tags. Select on
the relevant tags. Each Post can have more than one tag.
3. Orjust add new tag. This then will be automatically added to the TagList.

View Tag List
On Home page, there will be a Tag Widget, listing all tags. The client will click on the on a tags to
view all relevant articles.

berries citrus

non-citrus

Fig 12: View Tag List

Quick Edit

Screen Options Help

{3t Dashboard ?iﬂ Edit Posts | addvew

Al (4) | Published ()

Search Posts

Edit Bulk Actions v | &pply Show all dates ~  View all categories v | Filter =
Add New [ Post Author Categories Tags L ] Date
Post Tags
Tags
Categaries QUICK EDIT 7
Title Pear non-citrus
Media
Shug pear
& Links
Date Feb» 22, 2010 @ 14 : 41 [ Allow Comments [7] Allow Pings
L] Pages .
= Pagsword -or- [ Private post Status  Published o, [ ke this post stichy
CJ Comments k
Appearance Cancel Update Post
g.; Flugi -
uging O Kiwi Support fruit citrus o010/02/22
A, Users Published
m Tools [0 sStrawberries Support fruit berries, citrus 2010/02/22
Published
Settings
O Blueberries Support fruit berries 2010/02/22
E Gallery Published
[ Post Author Categories Tags » Date

Bulk Actions ¥ (_Apply

Fig 13: Quick Edit
Instead of opening each posts, the Quick edit option is available.

Dashboard -> Posts — Quick Edit.

Select a post.

Select, de-select categories (purple section)
Add or delete Tags (yellow section)

Change the status of a Post ( green section)

oV ke wnN R

To change the order of a post appearing, then modify the date ( pink section)

13



Sticky Posts

[0 Post Author Categories Tags L ] Date
QUICK EDIT Categories [more] Tags

Title Pear fruit: nan-citrus

Shug pear [ general

[ uncategarized

Date Feb» 22, 2010 @ 14 : 41 [v] Affow Comments [v] Aliow Pings
Password ~or- [ Private post Status | Published v ¥ Make this post sticy
Click Here
Cancel Update Pnsk

Fig 14: Sticky Posts

A sticky post remains on the front page of the Blog page preventing it from being buried by newer
posts.

This is useful if the User needs to advertise an event, issue an announcement, but still be able to
publish newer articles.

1. Dashboad -> Posts -> Edit

2. Quick Edit on the relevant Post. Tick the post Sticky box ( marked in yellow). Update
changes.

When the post is no longer relevant, uncheck.
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