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Setting up a WordPress.com Profile/Domain:

1. TBD

Downloading/Installing Themes:

Montgomery College Approved Theme

1. TBD Download link and instructions
2. Note, this theme is protected by Creative Commons License, it is unlawful to sell or
distribute this theme in any way

Free and for purchase themes

1. Free,
2. For purchase,

Login/General Info (NEED TO MODIFY SO IT’S
WORDPRESS SPECIFIC):

Login URL:

Accessing Your User Profile

1. Login to access the WordPress Dashboard

2. Click on Profile in the left menu
a. In your profile you can add a profile image, include links to your social media
sites, add a bio, and modify other general information about yourself.
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b. Your profile information will display on your Author’s page (note: depending on
the site, the author’s page may not be used)

Howdy, stutest1 [l

@ P Mysites A Montgomery College StudentBlogs # 0 =+ New

You're lookin' swell, Dolly Screen Options Help
@ Destibosry Dashboard
Home
At a Glance Quick Draft
My Sites
A 6Posts [N 4Pages Title
A Posts ® 1 Comment
o - < . What's on your mind?
71 Media WordPress 4.1 running Studentblog (WP-Shopkeeper Child)
theme.
[ Ads
® Comments Akismet blocks spam from getting to your blog.
There's nothing in your spam queue at the moment.
e Profile
& Tools Activity WordPress News
£+ CAS Maestro Recently Published WordPress 4.1 “Dinah” December 18,2014

10:19 pm Thirsty Thursday (on a Friday): Version 4.1 of W

Collapse menu Jan 15th, 10
DEL HashtagTtyl

10:18 pm Wednesdays with Will- a fin- ...for now

Short and sweet for the final one.

Truthful Tuesday #15: Parting Words wenty Fifteen, s [

2:22 pm AHUGE DOLLOP OF LOVE WITH THAT
Post Status: A small Medium experiment

Jan 14t
TURKEY!

Changing homepage cover image
1. It’'s recommended that the image size be 2000px by 1200px with the lower right of

the photo being dark enough for the title text to show over top of it (void of too
much texture and light areas)

Creating New Pages (need to modify for pages
and not posts)

1. Access your dashboard via the top editor’s menu bar

RITD T D0 T gtV T mannaycs T g nnuviinau

@ Montgomery College Student Blogs

Dashboard
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2. Click on Posts in the left menu.

QUIsabler JF LookiesY A<USsv pgtorms~ [alimages™ Z It

0 AP MySites #A Montgomery College Student Bl

@ Dashboard Dashboard

Home

At a Glance
My Sites

All Posts
07 Media Add New g St

[ Ads

® Comments There's nothing in your sp,

Akismet blocks spam from

3. Inthe Posts area you can Add or Edit your posts
W) »” MySites @A Montgomery College Student Blogs 8 =+ New

# Dashboard Posts| Addnew

A Posts All (6) | Published

All Posts Bulk Actions j Apply All dates j All categories j

Add New Title Author Categories

07 Media Thirsty Thursday  Anthony 2014-2015 Blogs
(on a Friday):

B Ads HashtagTtyl

® Comments

= Wednesdays with Wil 2014-2015 Blogs

« Profile Will- 1a fin- ...for

4 Tools A,

L+ CAS Maestro Short and sweet Matt 2014-2015 Blogs

for the final one.

© Collapse menu
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4. To Edit your post roll over the title and more options will appear

# Dashboard Posts AddNew
A Posts Mine (1) | All(7) | Published
All Posts Bulk Actions j Apply All dates ;| All categories j Filter
Add New Title Author Categories
07 Media Test post stutest1 Uncategorized
B Ads Qm}ckEdlt
Trash View
® Comments )
Thirsty Thursday Anthony 2014-2015 Blogs
. (on a Friday):
e« Profile HashtagTtyl
4 Tools
Wednesdavs with ~ Will 2014-2015 Blogs

5. You can use the Quick Edit option to edit the Title, Date, Author, Categories and

6.

other features directly from the Posts view.

Several functions are available when creating/editing posts. The screenshot below
shows the options you will primarily use.

&) AP MysSitess @A Montgomery College Student Blogs 8

@ Dashboard

4+ New View Post

Golly, gee, fellas Screen Options Help

Edit Post Add New

Posts
~ | Test post | Add a title here Publish
AlRosts Permalink: http://blogs.montgomerycollege.edu/studentblog/2015/01/16§112/ Edit  ViewPost  GetShortlink
e =MUpZIDIOgs. montgomanyco’ege. : Preview Changes
ew
- Change your post's URL/Shortlink 9 Status: Published Edit P
O n tatus: Publishe it Preview your
3] Add Media | Add media to your post t = Y
n] Media Visual ~ Text post before
M Ad B I # = i ¢ — = = = = B I General editing menu © Visibility: Public Edit - you publish it
ds s | = = = = = B
» %0 Revisions: 2 Browse
Comments
[l Published on: Jan 16,2015 @ 19:01
e Profile Edit
Add your post's content here |
# Tools Move to Trash
£ CAS Maestro Update/Publish
Categories
©) Gollapsa menc 8
All Categories Most Used
Uncategorized
2013-2014 Blogs
™ 2014-2015 Blogs
2 Tag your post to the appropriate year

7.

Word count: 2 Draft saved at 7:14:31 pm. Last edited by stutest1 on January 16, 2015 at 7:13 pm

When you are done creating/editing your post click the Update button. Your newly
created post(s) will automatically get added to the homepage and to your Author’s
page. If you want to preview your post before publishing click the Preview
Changes button.
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Editing Menus

8. TBD Access your dashboard via the top editor’s menu bar

RITD T D0 T gtV T majnnaycy T g nnuviinau

@ Montgomery College Student Blogs

Dashboard

Content Visibility

1. WordPress allows you to control the visibility of your posts and Pages. By default,
all posts and pages are visible/Public. For more information see,
https://codex.wordpress.org/Content_Visibility

a. Public: The default, viewable to all.

b. Password Protected: Clicking this radio button followed by "OK" causes a
further text box to appear, into which you can enter a password.

c. Private: This option hides the content from the public completely.

Publish

Save Draft Preview

Status: Draft Edit

Visibility: Public
& Public
[~ stick this post to the front page
" Password protected
" Private

OK |Cancel

Y] Publish immediately Edit
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Creating Links to Assets

1. Standard linking to an internal/external page is relatively straight forward; highlight
the text and click the insert/edit link

.
D

I
hh
|
[

B I = &= ¢

Georgia AN nsert/edit link (32K) &3

ault, viewable to all.

:cted: Clicking this radio button followed by "OK" ¢

atinn hidee tha santant fram the nuhlic camnlataly

7

2. To create a link to an uploaded asset (PDF/Doc/Image) you must first get the URL
from your Media > Library and add that URL in the field after clicking the insert/edit
link button

07 Add Media

2% = 8 o

16px v  Georgia v s — A v Q £ 3 4

Paragraph v B I = = =

Public: The default, viewable to all.

i sloads/2016/11/One-Sentence-Summary. pdf‘. Q- [pd by "OK" causes a fn

o T S P o e e e T e o e preeed. COMPletely.

a. You can also insert a link to a PDF or Doc via the Add Media button

Adding Media to Your Page’s Content

Adding a photo:
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1. Click on the Add Media when creating/editing a post

W) A MySites A Montgomery College Student Blogs 0 4 New View Post

# Dashboard Edlt POSt T
o Test post

AR P Permalink: http://blogs.montgomerycollege.edu/studentblog/2015/01/16/1
Add New

07 Media 07 Add Media

(8 Ads B I % = = 66 — = = = = =

2. Simply drag and drop your photo(s) to the popup window (Media Library)

3. After your photo is added to the Media Library select it and click the
Insert into post button

Insert Media Insert Media
Create Gallery Upload Files ~ Media Library

Set Featured Image

All media items j Al dates j

ATTACHMENT DETAILS

Al Media Categories l] SR trectreeips
Insert from URL A |
1MB
667 x 1000

URL  http:/blogs.montgomeryc
Title treetree

Caption

Alt Text

Description
Media Categories

Bt
5% g
1selected [
selecte Insert into post
Clear

a. Please be aware that you can insert a photo at a set size via the ‘Attachment
Display Settings’. Pick a size that is appropriate for your page. Also, be sure to
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fill out the ‘Alt Text’ field. This will aid in your site’s accessibility.

Insert Media Insert Media o’
Create Gallery Upload Files  Media Library
Featured Image
g All mediaitems v| Al dates 5 Seerch media ftems.=
ATTACHMENT DETAILS
= - | banner2.
Insert from URL ¢ 1 May 4, Zg:g
£ 543KB
2000 x 1200
Edit Image

Delete Permanently

URL  http://mcblogs.montgomery
Title  banner2

Caption

I Alt Text  my profile image

Description

Required fields are marked *
Replace media
Upload a new file
To replace the current file,

click the link and upload a
replacement.

ATTACHMENT DISPLAY SETTINGS
Alignment  None j

LinkTo  None j

Size __Largef 525 x 315 [

3
XAt

1selected Insert into page

Clear

4. You can align the photo to the left/right of the text using the Align tool.

07 Add Media

B I = = « —-[E]z =[2[R =&

Align left

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium ¢
' % 1tore veritatis et quasi architecto beatae vitae dic
pernatur aut odit aut fugit, sed quia consequu

=E = o= p

2

Please note: the editor only shows basic formatting. It does not show refined styles as
seen on the live post/site. If you want to preview the post before publishing, click the
Preview Changes button.



