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User Guide to Wordpress

Thank You!

Thank you for signing up with Wellsites. We are pleased to have you with us, and we hope you will
enjoy using the many great features that you will discover your Wellsites have to offer.

Introduction
The aim of this document is to provide a simple and straightforward quick start guide to key aspects
of your Wellsites website.

This will allow the ease of updating and maintaining the content of your Wellsites website.
Some knowledge of using a word processing package and moving around a web browser is assumed.

The content management system that is used to edit, update & change your Wellsites website is an
application called WordPress.

The guide is written from the default role of Editor.

Wellsites Online Support Pages

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

For additional support please contact us on support@wellsites.com.au



http://www.wellsites.info/
mailto:support@wellsites.com.au

How to Login in to the Administration Panel
When the website is set-up, a login, a password and a link to the Administration panel will be
emailed. The administration link is usually located at www.yourpracticename.co.au/wp-admin. This

will provide the Wordpress login window below:

WORDPRESS

Username

Your Username

Fassword

| Your Password

O remember Me

Lost wour password?

Click here to log in

Figure 1: Login Window

Dashboard

Once logged in, the main administration window is presented called the Dashboard.

@ Dermenstration @ Click to view website

Home AR
Terms of Use @ DaShboard
& Posts Right MNow
All Posts _
Content Discussion
Add Mew
Categories 1 Post 1 Comment
FPost Tags 5 Pages 1 Approved
Media 1 Category 0 Pending
Library 0 Tags 0O Spam
Add Mew
. Therne wellsites_training with 6 Widgets
(ia Links
You are using WordPress 3.2.1.
[l Pages
All Pages ®
£ s Fecent Comments
CJ Comments From Mr WordPress on Hello world! #
Hi, this is a comment To delete a comment, just log in and view the post's
&, Profile cormenents. There you will have ..
T! Tools

Main Dasboard Menu

Figure 2 Dashboard

username M
Screen Op| Your Profile

Log Out ©

QuickPress
Title

Uploadinsent = &5 3 L3

Content

Tags

Sawe Draft Reset

Recent Drafts

There are no drafts at the moment

WordPress Blog


http://www.yourpracticename.co.au/wp-admin

The main parts of your Dashboard are as follows:
The Dashboard menu bar is fixed and shown on every WordPress menu page.

Logging out or viewing your Wellsites website can be done at any point, without having to go
searching through previous menu items.

A: Click here to view your website

B: Your username

C: Click on the dropdown menu to Log Out to log out.
D: Wellsites Terms and Conditions

E: This is the main navigation menu. Again this is fixed and shown on every page. Each menu item
listed will provide options that will allow the creation, addition, and modification of web pages
and images. This document will cover only the key menu items — Pages and Media. Click on any
item e.g. Pages, a list of available options is provided. Click on Pages again, the menu collapses

Pages

98% of the work will be done through the Pages menu. Whether it is to modify current content, add

new text to current page or even create a new webpage.

Your Practice Name te ew Page snna | Turba | Lag Out
Screan Options Help
{&t Dashboard Edit Pages
Search Pages
: All (10] | Published (6) | Scheduled (0) | Pending Review (2] | Drafts (2) | Privats (0)
& Posts

. Bulk Actions N Appl
Media PR

& Links O Title Author ¥ Date

[] About Us example 2009/05/07
" Fublished
Edit
Add New [J Appointment Request - Pending example 2009/05/07
© Comments EI Quick Edit | Delete | Preview Last Modified
F Cry Therapist - Draft example 2009/05/21
Last Maodified
Appearance
= [ Mews - Pending exarnple 2009/06/02
£ Plugins Last Modified
4 Users [] Our Services example 2009/05/07
-H Tools Fublished
Settings [ Testimonials - Draft example 2009/05/07
Last Modified
[ FaQ example 2009/05/07
Fublished
[ — Prices example 2009/05/07
Fublished
[J Links & Resources example 2009/05/07
Published
[0 contact Us &xample 2009/05/07
Fublished
[ Title Author [ ] Date

Bulk Actions ~ [ Apply

http: wellsites. comn.aufexample/wp-adnin/page. php?action=edi&past=26

Figure 3: Page Menu



Move the cursor down to the Pages button and select. A list of the current pages will be shown.
Each page corresponds to a webpage on “yourpractice.co.au” navigation bar. The information on
this page states the author and whether or not it is in draft format or published, date created.

As the cursor moves over a page title, a sub-menu is displayed, which allows the page to be edited,
deleted or previewed.

Modifying Text in a Page
To modify a page, scroll down the page menu and select the relevant page that requires editing.
Select the edit button. This brings up the edit page.

Your Practice Name o a | Turbo | Log Out
Screen Options Help
&} Dashboard i Edit Page
& Posts Complementary Therapist Publish () @)
5% g Save Draft 2
Media Permalink: hitpi//wellsites.com.au/example/eamplementary -therapist/ | Edit avens Bdles
Library Status; Draft Edit
add New Upload/Insert Visual
) Visibility: Public Edit
¢ il BJLZ )l = Puslish immediately Edit
Format ~l0|= @ x @
Edit ite dosigns sui gl ; Delet [ pubiish ]
d; We have website designs suitable for the following allied health professionals: ==
add New
— ® natural therapies
Comments q
5 ® alternative therapists CADTIED
* complementary therapies Parent
Appearance ® reflexclogy
* hypnotherapy . Main Page (no parent) ¥
o .
& Plugins « homeopathy Modify,Delete, Add text to . _—
o o mmasoage fnu can ar‘range ynulr—dphaqas in u{:‘:artzﬁ\es,
#H, Users or example you could have an ouf
: + sopuneture the web page paze thet hes ~Lifs Storye and *Hy Dag®
Th Teols . TCM pages under it. There are no limits to how
deeply nested you can make pages.
Settings ® massage therapy e ¥ pag
® aromatherapy Order
® reiki
® cnergy healing 0
® alexander technique Pages are usually ardered alphabstically,
e taichi but you can put a number above to change
the order pages appear in. (We know this is
If our websites don’t meet wour requirerents please contact us & we would love to discuss how we can help you. a "‘“'e Jaf)“‘yr it'l be better in future
releases.

Website Designs

Figure 4: Edit Page

Modifying the text is very easy. Ensure the Visual button is selected. Simply start typing or editing
within the main window.

The HTML button is for users who are familiar with the web language of HTML and wish to write
their own formatting code.

In Visual mode, the Formatting Bar (very similar to Microsoft Word) will allow the user to add
headings, paragraphs etc and to format the text as required.

When the changes are done, go to the Publish Menu on the right hand side of the page (A). The
changes can be previewed within the web browser by clicking on Preview (b). The page can either
be saved in Draft format (click on c) or actually published and made available on the website by
clicking on Publish (d).



Save Draft Presview

Status: Draft \
Wizibility: Public @

Publish @ @
/

[] Publish immediately Edit

Delete

Figure 5: Publish Menu

Formatting Bar

The formatting bar within the page is very similar to most text editors. If only a single row of the
formatting bar is shown, click on the icon at the end of that row (position n) and the full formatting
bar will be displayed. Click again on the icon, the format bar will return to a single row.

Uploadiinsert [ B 2 3 Yisual

o— |1

(B I [l == ¢

I

<
& Il
(N
=
|l‘"
®

Format v U A

Figure 6: Formatting menu bar

To change the format, use the cursor to select a word, a sentence or even a whole area. Then click
on the relevant button within the format bar to change the format.

B :Bold
I : Italic
= : Bulleted List
:Ej : Numbered List
P : Blockquote: Indents a paragraph both right and left. This will look

different depending upon the theme’s stylesheet.

: Paragraph Alignment: Left,



it

: Paragraph Alignment Center

: Paragraph Alignment Right

: HyperLink: For adding a web hyperlink. The icons are grayed out
until text is highlighted.

&2 :Unlink. To remove hyperlinks form a text or image
=l " ”
= :More Tag: Inserts the word “More” into the page.

:Spellcheck Toggle: Turns the spellchecker on and off. When on,

v
misspelled words are underlined in red.
3] : This expands the text box to the entire screen.
: Expanded Menu Bar — Click on this icon to show (or hide) the
second row of icons.
: Formatting List — This provides a drop-down list of additional
formatting styles, such as Headings, that can be used to format
text.Click on Format and pull-down the menu for all formatting
Farmat + U =
Format -
Format v Paragraph "
Agagress
Preformatted t'
Heading 1
Heading 2 «~ LS
options. T
u : Underline text
= : Align the text in full
A : Pull down menu for font colours. The default is black.
Copy-and-Paste Plain Text (clipboard with T icon)— Click on this
icon when pasting plain text, such as text from a web page into the

page.

Copy-and-Paste MS Word Text (clipboard with a W icon) — Click
[ this icon when pasting text that was original written in Microsoft
Word to avoidthe custom editing code and characters that MS



Word uses are not pasted into the page.

e : Remove any formatting

= : Indent (tab) text

£ : Outdent text
=2 : Redo Command
3 Undo a command

: Help button

: Upload images into your post/page. This menu can be found

Upload/insert [&] B A {3 directly above the formatting bar

Adding a New Page

Click on the Pages menu bar, select Add new page. The page will look exactly like the “edit page”,

except that it is empty.

Your Practice Name

anna | Turbo | Log Out

{5t Dashboard Add New Page
# Posts Add Your Page Title Here @
Madia

& Links
Upload/Insert @] B0 02 # m
: — |[i= [==} c
it B| 7 || iz iz« =l |¥ || B =-. @

Add New ‘

CJ Comments

Appearance Add your Content here
£% Plugins

& Usars

Th Tools

X Path p
Settings

wiord count: 0

Custom Fields
Add new custom field:

Name Yalue

Add Custom Field

Custorn fields can be used to add extra metadata to a post that you can use in your theme,
Discussion

Allow Comments

allow Pings

Figure 7: Add Page

10

Visual  HTML

Screen Options Help

Publish

Save Draft Preview

Status; Draft Edit @

Wisibility: Public Edit
[2] Publish immediately Edit

Attributes
Parent

Main Page {no parent) ¥

“ou can arrange your pages in hisrarchies,
for example you could have an "About”
page that has "Life Story” and "My Dog*
pages under it. There are no limits to how
deeply nested you can make pages.

Order

a

Pages are usually ardered alphabetically,
but you can put a number above to change
the order pages appear in. (We know this is
a little janky, it'll be better in future
releases.)


http://wellsites.info/busybee/wp-content/uploads/2009/07/outdent-icon.jpg

Enter the title of the web page at the top (position A). The title entered here will be the title viewed
on the navigation menu of the website.

Start typing and formatting the pages content in the main window (B). The formatting menu bar (C)
is identical to the bar in the edit page.

By default the page will be placed within the main website navigation menu. To change the order of
where the page should be placed or to create the page as a submenu, the values are set within the
Attribute menu (E). This will be discussed in more detail in the section concerning Setting Hierarchies
of Pages.

At any point you can save the page in draft format or publish it to the website. In draft format, the
page can only be viewed within the dashboard administration window . Once published, the page
will appear on yourpractice.co.au website. For both draft and publish, the preview button (D) can be
selected to preview the page within the web browser.

Setting Order of How Pages Appear

Pages are usually ordered alphabetically within the main navigation menu bar of the website. Pages
can be placed in a specific order, by using the attribute menu button within either “edit page” or
“add page” (if it is a new page).

Ra=8 AboutUs | Our Services | FAQ | Links & Resources

Welcome
Figure 8: Website navigation bar

In the above example, the intention is to move the “Contact Us” to be displayed after “Our
Services”.

Go to the Pages menu. Select the “Contact Us” page and choose “edit”. On the bottom of the right
hand side of the page is the Attributes menu. Since this is the top level menu, the Parent should
remain as Main Page.

The next attribute is Order. Here is where the order is defined. The numbering goes from 0 ..
upwards. If the page is to be placed first, the order should 0, if it is to be placed third, then the
number should be 2 ( 0, 1,2) etc. In this case, the Contact Us page will be placed as fourth item
along. Change the setting of the order to 3. Go to the Publish menu and preview the changes.

11



Attributes

Parent

Main Page (no parent) »

You can arrange your pages in hierarchies,
for example you could have an *About”
page that has “Life Story™ and "My Dog”
pages under it, There are no limits to how
deeply nested vou can make pages,

Order

3

Pages are usually ordered alphabetically,
but vou can put a number above to change

the order pages appear in, (we know this is
a little janky, it’ll be better in future
releases.)

Figure 9: Specify order

The same method of ordering is done whether the webpages are placed horizontally ( as in the main
navigation menu) or vertically ( as with submenus.)

Setting Hierarchies of Pages

Submenus for any page can be easily created. There are no limits to how deeply nested pages could
be listed.

Attributes

Parent

{Main Page (no parenti®

Main Page (no parent) es in hierarchies,
fbout Us e an “about”
Cur Services and "My Dag”

no lirnits to how
Prices ke pages,

Links & Resources
1
Contact Us

1]

Pages are usually ordered alphabetically,
but vou can put a number above to change
the order pages appear in. {Wwe know this is
a little janky, it’ll be better in future
releases.)

Figure 10: Setting submenu

Select edit page or add new page. On the right hand side at the bottom is the Attributes menu.
Under Parent is a pull down menu. This lists all the pages currently on the website. Any page that

12



appears as a submenu on the website is listed underneath the parent and indented. The page on
Prices will be found under the FAQ page. “Prices” is known as a child page.

To add a child page, scroll down the list and select the page that the child should be placed under.
Example, create web pages Treatment 1 and Treatment2 to appear as submenus of Our Services.

Add a new page. Enter the title Treatmnetl for Treatmentl.Under attributes menu, ensure that
Our Services is selected. Save and publish the web page. Do the same for Treatment2.

Sereen Op

B | Add New Page
Treatment 2 Publish

. . . Save Draft
Permalink: http://wellsites.com.aufexample/fpage_id=76 | Change Permalinks

status; Draft Edit
Upload/Insert Yisual

Wisibility: Public Edit

a [s= === | [ ||| [
B | jla=|li= = |E]E]|= 1 A IE]ES ] Publish immediately Edit
Paragraph - = i - | @R 2 | B S iE (7]

Attributes

Parent

Services

Main Page (no parent)

Our Services
Treatrment 1
Links & Resources
Fac

| Prices
Contact Us

Figure 11: Create a submenu

Click on Preview or Visit Site to view the website. Under “Our Services”, two sub menus are now
displayed. Again if the order needs to changed, use the Order to force the order of the sub menus.

13



Home | AboutUs | | Links & Resources | FAQ | ContactUs

Treatment 1 {b

o ur Se rVi Treatment 2

Providing individual, couples and family counseling.

Treatment specialization includes:

Figure 12: View submenus

Quick Edit

If all that is required to be changed is the parent hierarchy or the ordering, the quick edit on the
pages menu will suffice.

ce Name

{i} Dashboard Edit Pages

# Posts
Media Bulk Actions % | Apply
o Links O Title
[0 About Us
Edit
Add Mew [J Appeintment Request - Pending
CJ Comments

Appearance

[] News - Pending
ﬁ/‘/' Flugins
B Users QUICK EDIT
Th Tools Tile our Services|
Settings Slug our-services
Date May v 07, 2000 @ 11 :
Author exampls %
Passuord
Caneel
[0 Testimonials - Draft
Edit | Quick Edit | Delete | Preview
[ Contact Us
[0 Links & Resources
O FaQ
[0 — Prices

Figure 13: Quick Edit

[0 Complementary Therapist - Draft

—or- O Private page

All (10} | Published (&) | Scheduled (0) | Pending Review (2) | Drafts (2) | Private (0)

14

sin Page (no parent) ¥

ts [¥] Aliow Pl

Author

example

example

example

example

example

example

example

example

Screen Options Help

Search Pages

®  Date

2003/05/07
Fublished

2009/05/07
Last Modified

2003/06/23
Last Modifisd

2009/06/02
Last Modified

Update Page

2003/05/07
Last Modifisd

2009/05/07
Published

2003/05/07
Fublished

2003/05/07
Fublished

2009/05/07
Published



Go to the pages menu, select edit. Scroll to the page to be altered, select quick edit. A mini menu
will be shown within the pages menu. On the right hand side, will be the parent drop down menu
and the order button. Click on update page when finished.

Images

Add an Image to a Page
Adding images, audio or video is very simple in Wordpress and the same method.

To a single image to a page, first open a page that you wish to insert an image, using the Page menu
and then Edit page (or add new page, if it is new).

Your Practice Name ts t anna | Turba | Lag Out

Screen Options v Help

{&t Dashboard Edit Page
P Page updated, View page
£ Posts gE up MiEw D30e
Media
£ Links About Us Publish
. Preview Changes
Permalin Es.com.au/example/?page_id=2 | Change Permalinks View Page
Edit Status: Published Edit
Upload/Insert T H J2 % Wisual | HTML
Add New k Wisibility: Public Edit
— B 7| —|l¢ll=ll=l= = IB=N
CJ Comments — === (| E= [7] Fublished an: May 7, 2009 @ 11:17 Edit
racgah || u =] Al @@ 2| (B2 &= @
= . ~ Delete Update Page
Appearance We were set-up in . = —
Themes I t - h
@ Insert an image here
Editar Qur founderis ...
B Parent
Add New Themes - .
Our Missions is xxms
Footer Main Page (no parent) ¥
Pluging : v You can arrange your pages in hierarchies,
Kﬁ lugi CQur Values are: 7 . h
Path: p for example you could have an "About”
that has "Life Story” and "My Dog”
@ Users wiord count: 18 Draft Saved at 3:08:45 prn, Last edited by anna on June 23, 2009 at 3:07 pm page that has Lie Sterand Ty 0od &
: pages under it. There are no limits to how
ools seply nested you can make pages.
T8 Tool despl 4 K
Sattings Custom Fields Order
Name value 0
Add new custom field: Pages are usually ordered alphabetically,
but you can put & Rumber above to changs
Name Value the order pages appear in. (We know this is
a little janky, itl be better in future
releases.)
Add Custamn Field
Custorn fields can be used to add extra metadata to a post that you can use in your theme.
v
http:/ fwellsites. com. au/example/wp-admin/media-upload, php?post_id=28type=inage®TE_frame=truedwidth=6408height=743

Figure 14: Insert an image to a page

Place the cursor in the main text body of where the image should go. Then just above the formatting
menu is an image menu :

Uplnadflnsert@)[-j @T)L (2 @

Figure 15: Image menu

a: Add animage
b: Add avideo
c: Add an audio

15



d: Add a media — anything else, including PDF files.

To add a jpeg image, click on the image icon (a). This will bring up a separate window to upload
the images from the local computer to the website. Click on browse to find the image:

&dd an Image

From Computer  From UREL  Gallery (21 Media Library

Add media fy"_ " Hqyour computer

| |[ Ero 3 | Upload | Cancel

You are using the Browser uploader, Try the Flash uploader instead,

Figure 16: Add image page

This will bring up a window on the local computer. Go to the directory containing the required image

and select the image.

File Upload
Loaok in: |l.f} beach-jpeas vl € ¥ = -
Y B 334319_6747 Thumbs

6] ] 406549_4932
My Recent 411144 9773
Documents | i) 430125_63019154
= £ 461474 _56633212

Pr|_ £ beachclouds
Deskiap ] chaze3
Bl DsC036as
: [B1| DSCH456S
J 53 HawaiiBeach
i img-4512
My Docurnents [8)img-07510
| MG _6147_
”;] B e _71as
51| ladakh

by Computer

.3} File name: 411144_9778 v|

y Metwork Filzz of type: | All Files " |

Figure 17: Find image
Once the image is selected, click on upload on the Add image page.

Once the image has been uploaded another window is opened which shows the images itself and
options for sizing , captions and descriptions to be set.

16



From Computer  From URL  Gallery (2)  Media Library

Add media files from your computer

| |[ Elru:uwse...] Upload | Cancel

You are using the Browser uploader, Try the Flash uploader instead.

HawaiiBeach.jpg

a image/ipeg

2009-06-23 15:18:34

Title # HawaiiBeach

Caption Hawaiian Beach| @

Also wused as afternate foxt for the Image

Description

Link URL
Hone File JRL Fost URL
Enter a link URL ar click above for presets,
alignment @ = pone OF= Left O center O= Right
Size ® Thumbnail O Medium Large O Full size
{150 % 150) (278 ¥ 300) {446 % 480)

Insert igte Post | Delete

Save all changes

Figure 18 :Image details

A: Enter a caption. This will be displayed with the image within the webpage. Leave blank, if no
caption is required.

B: Enter a description of the image. The description is not used within the webpage.

C: Choose the location of the image: to the left of content, to the right of the content or in the
center. Also the size of the image to be inserted. Itis most common to use the thumbnail size.

Click on Insert into post, to place the image into the page.

17



Upload/Insert

B | I 48

Format -

m B S8 * Wisual | HTML
sl === =ilcAMIENES
U= |Al~| |6 < H| Q| == @

Hawraiian Eeach

We weare sst-up in ¥xxx.

Our founder is

(v Mlissions is ¥y

Figure 19: Image inserted into page

Change Image Alignment
To edit the alighment of the image on the page, select the image. Then click on the camera icon.

(&t Dashboard

5 Posts
Media
& Links

Edit
Add Mew

CJ Comments

Appearance
Thermes

Wwidgets

Editor

Add Mew Themes

Footar
£ Plugins
&4 Users
T} Tocls
Settings

Edit Page

About Us

Permalink: http:/fwellsites.com.au/example/?page_id=2 | Change Permalinks Yiew Page

Upload/Insert [m] [0 J1 % Visual HTML
B |7 |=| =|i=|«| === |=|%|FH -]

Format VHE&V@@Q Eﬂ:__zi.f (7]

Hawaiian Beach

We ware set-up in xxxx.
Our founder is ...

Our Missions is xxxx

Figure 20: Edit image on page

-

In

u]]

The alignment can be changed by selecting any of the four options : None, Left, Right, Center. As the
box is selected, the image within the text box is moved to show how the image will look like in
relation to the text content.

18



Edit Image Adwanced Settings

Size Lorem ipsun dolor sit amet consectetuer welit pretium euismed ipsam endm. Mi —._-——-1
cursus at a4 mollis semecturs id arcu grawida quirs urma. 3ed et felis id tempus
Morbi mauris tincidurt enim In mauris. Pede eu risus welit libero natoque enim
lorem adipiscing ipsam consequat. In maleruada et rociir tinciduart tempus “
pellentesque cursuas coreallis ipsan Guspendisre. FBisur Inoac quis e Fhanc

corwallis lacreet ante Suspendizse Mam. Amet amet urna condimertam Yestibuluam sem
at [urabitur lorem =t currsar. 3odales tortor femmentam leo dui habitant e 3ed Werstibalan, The

1 00 lorem Inm pernatibur libero id ipsam ragittir nec elit Ged. Condimentam eget Pivamua: wel
consectetuer lorem molestie turpis amet tellus id. Condimentaam wel ridiculus Pusce sed pede Ham
S0% mmc rodales eror tempor. 3it larus magna dictuwst Curabitur fringilla aucter id witae mici
20 facilisi. Permertam eget turpis felis welit leo Punc Proin orci meolestie Praesent. Curabitur
tellur recelerirque rurcipit wt rem amet cursur mi Morki eu. Donmec likers Vestilualan augque =t
FO% mollis accumran ormare condimentarn In enim. Leo eget ap consectetuer quis condimentamm malesuada.
Condimentann commods et Lorem fringilla malerwuada likbers wolutpat rem tellus enim, Tincidmt red
B0 at Aenean nec nomaoanr portbitor Ham Ged Bulla k. 2ucter leo In aliquet Curabitur eror et welit
- [ L LT
Alignment O = yone O Left O Center & = Right
Edit Image . I}
- 9 HawaiiBeach
Title
Edit Image .
‘mag Hawaiian Beach
Caption
Link URL
Marne Current Link Link to Image
Enter alink URL or click abowe for presets.
Click Here
e Cancel

Figure 21: Change Alignment

Click on the update button once the changes have been completed.

Media Library

When images are uploaded to Wordpress, they are automatically stored within a media library.
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Your Practice Name  wisit site Hew anna | Turbo | Log Out

{3} Dashboard Media Library
0 . Search Media
; All (2) | Images (2) | Unattachs
& Tosts @ ges (2) |
Bulk Actions ¥ | Apply Show all dates ¥ | Filter
Library O File Author Attached to ¥  pate
Add New 0O W HawaiiBeach anna About Us, & mins ago
& Links -ﬂ PG 2009/06/23
Pages
Edit 0O — 411144_9778 anna About Us, & rmins ago
Add New == wa 2009/06/23
) Comments
Il File Author Attached to ¥ pate

Appearance
Themes
Widgets
Editar
Add New Themes
Footer
£ Plugins
& Users
Td Tocls

Ssttings

Figure 22: Media Library

Click on Media on the Dashboard Navigation menu, there are two options, Library and Add New. The
Library will list all images and media currently uploaded into Wordpress. Images and media can be
pre-loaded before they are inserted into a webpage via the Add New button.

The Add New button will take you through the same process as described in the section “Add an
Image to a Page”.

Hyperlinks

XB | . . . . .
©= 'icons are used for creating hyperlinks and removing hyperlinks respectively. The
icons will remain greyed out until a word, sentence or image is highlighted.

Uploadiinset = & 2 & Visual
B I = | « === R8=FEv-0E &
Paragraph v U = A ~ EE e QO =03 ©

Figure 23: Hyperlinks on Formatting Bar

The chain icon € is used to create a hyper-link.
e Highlight section to be linked. This can be a word, sentence or image or both an image and

text etc. Click on the Chain.
e  Pop-up window appears.
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http://wellsites.info/wp-content/uploads/2010/11/hyperlinks1.jpg

Enter the destination URL
URL [Tl
Tite Optional

[] Open link in a new window ftab

&)
(B)
©

Qr iink to existing content

Cancel Add Link L

Figure 24: Hyperlink Pop-up Menu

e POS A: Just enter the URL to the page or external site in the “link URL” box.

e POS B: This optional. Can be left blank. Otherwise, enter text that is relevant to the link.
Used purely for internal searches.

e POS C: If the URL is to an external site, MUST tick the box next to open link in a new
window/tab”. This will ensure that the external link is opened in a new window.

e Click on Insert. Done.

Insert a hyperlink to an internal page
To create a link to another webpage within the website, E.g Contact Us page. Follow the steps
above.

e Highlight the text to link
e Clink on the Link Icon
e Select or Link to existing content
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Insert/edit link

Enter the destination URL
URL http:ff
Title

[] Open link in a new window/tab

list of internal pages

v Or link to existing content

Search |

No search term specified. Showing recent itemns,

Hello world! 2010/11/18
Welcome PAGE
My First Visit PAGE
Testimonials PAGE
Contact Us PAGE
Our Services PAGE

Cancel Add Link

Figure 25: Link to Internal Page

This will show all the web pages currently created with theyour website.
e Select the relevant page

e the link url will automatically be inserted.
e Click on Add link to save.
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Insert/edit link Ex

Enter the destination URL
URL http:/fwellsites.info/training/contact-us-2|

Title Contact Us

[] Open link in a new window/tab

Or link to existing content
Search

No search term specified. Showing recent items,

Hello world! 201011718
YWelcome PAGE
My First Visit PAGE
PAGE

pntagt Us PAGE
Qur Se 3 ces PAGE

e —— D

Figure 26: Select Internal Page

Links to Email

e Highlight the email address.
e Click on link button.

e Replace http:// with mailto:
e add email address.

e Click on add Link

Example:

email: fred@myemail.com
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Insert/edit link [ X |

Enter the destination URL
URL mailto:fred@myemail.com

Title

[] Open link in a new window ftab

Or link to existing content
Cancel Add Link

Figure 27: Create Hyperlink to email

Remove a hyperlink

%)
Highlight the object with the link (word, sentence or image), then click on the broken link icon ©*
to remove link.
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