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Login

Before you can make any changes to your site, you will need to log in.

W,

Username

(AL AR R R R R RN Y]

Lost your password?

« Back to Your WordPregs Sit:

You can login to your Dashboard using either your
address associated with your account.

sername or your email

Password
If you've forgotten your password, click “Lost your password” and the system will
email you another.

The login for your department site is one of the following URL domains, choose the
appropriate one.

 Faculty of Science - https://www.sci.umanitoba.ca/wp-admin

o Department of Chemistry - https://www.sci.umanitoba.ca/chemistry/wp-admin/

o Department of Computer Science - https://www.sci.umanitoba.ca/cs/wp-admin/

o Department of Statistics - https://www.sci.umanitoba.ca/statistics/wp-admin/

» Department of Biological Sciences - https://www.sci.umanitoba.ca/biological-sciences/wp-admin/

o Department of Microbiology - https://www.sci.umanitoba.ca/micro/wp-admin/

o Department of Physics and Astronomy - https://www.sci.umanitoba.ca/physics-astronomy/wp-admin/
o Department of Mathematics - https://www.sci.umanitoba.ca/mathematics/wp-admin/

o Science Coop - https://www.sci.umanitoba.ca/co-op/wp-admin/
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Dashboard

Once you've logged in, the WordPress Dashboard appears. This is your main
administration homepage. At the very top of your Dashboard (and across every
page) you will see the name of your site in the header area. In the example
screenshot below (and throughout this documentation) the site name is Your
WordPress Site. This is also hyperlinked to your site’s homepage. You will also see
the name of the person who is currently logged in (e.g. Jennifer MacRae). Move your
cursor over your name to reveal the Log Out link as well as a link to edit your

Profile.

# Faculty of Science 2

WordPres date now.
This is the name of your site, It's
also linked to your homepage.

)ashbo:

ratings.

Install WPForms Now | Dismiss this notice

Monsterinsights Last30days - @ ) 6%

View All Analytics on the
WordPress Dashboard

Once you upgrade to Monsterinsights Pro, you can see
your analytics on the Dashboard

Get Monsterinsights Pro

Go to Monsterinsights Reports

Security Breeze

Quick Draft .
Title

What's on your mind?

Your Recent Drafts

With more than 20 participants 3MM (three minutes of Microbiclogy) is a
go! May 23, 2019

WordPress Events and News a
Attend an upcoming event near you, 2

fi WordCamp US
St. Louis, MO, USA

Friday, Nov 1, 2018

People of WordPress: Abdullah Ramzan
How to Allow Users to Report Inappropriate Comments in WordPress

WPTavern: Creative Commons Releases New WordPress Plugin for

Howdy, Jennifer MacRag]

Screen Options ¥ Help
Help menu,

On most pages, just below your Username there are a couple of small inverted
tabs. One called Screen Options and another called Help. Clicking either of these
links will cause a panel to slide down from the top of the page. The Help link, not
surprisingly, displays some help information. The Screen Options link will display
various options that allow you to configure what is displayed on the current page.
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The details in this panel change depending on what page you’re currently
viewing. As an example, on your main Dashboard page the Screen Options allow

you to set which panels youd like displayed on the page.

Toolbar

The WordPress Toolbar is a way of easily accessing some of the most common
WordPress features. When you are logged into your WordPress dashboard and
you visit your website, you will see the Toolbar running across the top of your site.
This bar only appears if you are currently logged into your WordPress site, which
means that it won't be visible to your everyday site visitors. If you are not logged
in, the Toolbar won’t be displayed.

Dashboard Menu Options

Down the left-hand side of the Dashboard and on every page you will see your
main navigation menu. This is where you'll find all the options to update and
configure your site

&, My Sites 4} FacultyofScience <» 15 ® 0 == New 2) Security Breeze

WordPress 5.2.3 is available! Please update now.

Posts

All Posts

Add New
| Maintenance Mode by SeedProd. We also recommend using Contact Form by WPForms. It's the be

Categories Howvering your cursor

over each of the main

Tags menu options will display itice
a"fly out” menu. o
Types

Monsterinsights Last30days - @) §53 Quick Draft

Title

What's on your mind?

Your Recert Drafts

View All Analytics on the WordPress Dashboard

Once you upgrade to Monsterinsights Pro, you can see your analytics on the With more than 20 participants
Nashhnard
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Hovering your cursor over each of the main menu options will display a “fly-out’
menu with the various choices for that particular menu option. Once you click
each of the main menu options, that particular menu will expand to show all the
available options within that section (if there are any).

The main menu options and their usage are:

Dashboard

This will display your main Dashboard ‘homepage’ In the top left of your
Dashboard you’ll see some brief stats on the number of Posts, Pages and
Comments. If you have the Akismet anti-spam plugin activated, you'll also see the
number of Spam Comments or comments awaiting moderation.

Posts

This is where you can create a new Blog Post. You can also update your Categories
and Post Tags.

Programs
A page template option that only applies to Faculty of Science Undergraduate sec-

tion see following example: http://www.sci.umanitoba.ca/undergraduate-students/
programs/biochemistry/pages. Outlines the individual Degrees and Programs in the
Faculty of Science. Departments sites don't use this feature.

Testimonials

This is where you Student, Alumni, Faculty testimonials, the content feeds into a
pre-built section content (slider) layout.

Mentors

This content only applies to Faculty of Science site. It’s specifically used for the men-
toring program.
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Media

This is where all your uploaded images, documents or files are stored. You can
browse through your Media library, as well as edit and update the files.

Sections

This is pre-built section content/templates for creating different layouts that you can
quickly apply to any page.

Pages

This is where you create and maintain all your Pages.

Ninja Forms

This is where you can create custom fillable forms. Event Registration, Surveys etc.

Appearance

This menu is where you control how your site looks. You can choose a new
Theme, manage your site Widgets or Menus and even edit your site theme files.

MegaMenus

This is for the drop down menu feature that currently the Faculty of Science main
website employs on the Undergraduate, Graduate, Alumn & Friends, and Research
section of the site.

Plugins

Plugins extend and expand the functionality of WordPress. You can add or delete
plugins within here as well as activate or deactivate them.

Users

This screen lists all the existing users for your site. Depending on your Role, you
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can also add new users as well as manage their Roles. This is also where all Faculty
and Staff that you want to appear in a directory get entered.

Tools

This section gives you access to various convenient tools. You can also import data
to your WordPress site or export all your WordPress data to a file.

Settings

This is where most of your site is configured. Among other things, it allows you to
configure your site name and URL , where your Posts appear, whether people can
leave Post Comments or not and numerous other settings. Most times, once your
site is setup, there’s no need to change any of the settings within this section.

At the bottom of the menu you’ll see a link called Collapse menu. Clicking this will
hide the menu and simply display their icons instead. Click the small arrow icon
again to expand the menu.

SEO

Search Engine Optimization. Faculty of Science and IST look after this.

Insights

This is where you can obtain anayltics about your site traffic. You will need to re-
quest IST to set this up on your department page.

SeedPro

This is a plugin that only FoS administrators have access to. It allows you to create
a building a coming soon page. It also is where you need to go to if you have a new
website to launch under the current FoS umbrella and need make a new website go
into live mode.
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Posts versus Pages

WordPress is built around two basic concepts. Posts and Pages. Posts are typically
blog entries. A series of articles, listed (usually) reverse-chronologically. Pages are
used for more static content (i.e. content that doesn’t change or changes
infrequently). An ‘About us’ page is an example of a Page on a typical website. In
most cases you'll find that the content in the ‘About us’ page doesn’t change all
that frequently.

Now, you might be thinking, “but I don’t need a blog”. This might be true, but you
can also use the blog concept if you have a site where you need to display your
‘latest news’ or even just company updates. Basically, any information that gets
updated on a semi-regular basis can benefit from the ‘blog’ functionality. Whether
that’s a traditional blog, your company’s ‘latest news’ or even just your own
personal updates.

Posts

After clicking on the Posts menu option you’ll be shown a list of Posts that your
site contains. Among the information displayed is the Post title, the Author,
Categories, Tags, No. of Comments and either the Date Published, Date Scheduled
or the Date the Post was Last Modified. The Posts screen will look similar to the
screen below.
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Adding a New Post (NEWS item)

To add a new Post, hover over the Posts menu option in the left-hand navigation
menu and in the fly-out menu, click the Add New link. Alternatively, click the
Posts menu option and then click the Add New link underneath, or the Add New
button at the top of the page. You will be presented with a page similar to the
image below.

Security Breeze

#% Dashboard
WordPress 5.2.3 is available! Please update now.

A Posts
5 v v
All Posts
Add New Post
o Enter title here Publish s
Save Draft Preview
M| Programs 9
= Status: Draft Edit
Testimenial Q] Add Media Visual  Text g
. _ _ _ - — ¥ Visibility: Public Edit
Memtor Paragraph v B I “« = = =& =B =
7 Media w“w — Av B O Q = = o fifll Publish immediately Edit

f ™ |®
& g
8 o
& g
I |

(@ ccitor Tootbar
Ninja Forms

. Your Post can be styled using the various menu o Publish Panel
it bar buttons. These buttons are also used to

A

5 Megamenus add links, upload & insert images, media files & Once your content is added, you
ot other documents. Using the Visual & Text tabs, can publish your Post or save it as a
you can switch between the Visual editor or the draft
& Users HTML editor.
# Tools Video
& Settings Quote
{¥ Option: Link
SEO @ Gallery
%, Insights ° Et"tw Audio
Word count: 0
SeedProd

This is the Editor where your Post
content is added Categories .

All Categories Most Used
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&a My Sites @& Facultyof Science <O 16 B 4+ MNew View Posts 2) Security Breeze Howdy, Jennifer MacRae

# Dashboard
WordPress 5.2.3 is available! Please update now.

A Posts

All Posts Posts | Add New

(]

Thanks for using Coming Soon Page & Maintenance Mode by SeedProd. We also r d using Contact Form by WPForms. It's the best drag & drop form bullder, has over 1 million active installs, and over 2000+ 5
star ratings.

Install WPForms Now | Dismiss this notice

; : P
ANl (127) | Mine (114) | Published (124) | Drafts (3) | Cornerstone content (0) Search Posts

M| Programs
25 ; Bulk Actions Apply All dates ¥ Al Categories ¥ Al SEO Scores + Al Readability Scores +  Filter 127 items 1 of7 |3 | »
£¢ Testimonials

Title s Tags Types [ ] Date ‘3 @ 2
* Mentors

Faculty of Science, Graduate - News — Publfished 0 L ] -]

2 Media Nobel Prizi Physics and 2019/10/08

Advises total number of Posts, how "=
many are Mine, Published, Sticky,
Computer i - t Science, Data — News - Published 4] L ] L ]
M Ny Foiie awarded e oCheduled, in Draft orin the Trash. [ o ccionce e
vision, e Hovering the cursor over each row
> Appearance will show you various options you
Congratulz  Can pETfOFm. | Science - News - Published 0 e @
2019/09/26
B Settings Perform actions on multiple Posts at once e L, — i - Sy LS
B Obtionis by selecting the appropriate checkboxes
& then Ch005|ng an acnon fro':n the Architecture, Faculty of Science -_ News = Published a L ] L ]
Bulk Actions dropdown & clicking Apply. 2019/09/26
Meet visiting Indigenous scholar Jennifer MacRae Faculty of Sclence, Indigenous — News - Published Q ® L ]
Nir Banar Puha e e amainang

g e
M A0 Brmnn

At the top of the page you can view how many Posts in total you have in your site,
how many have been published by yourself or Published, Scheduled, Sticky,
Pending, in Draft or in the Trash.

When hovering your cursor over each row, a few links will appear beneath the
Post title.

« Edit — Will allow you to edit your Post. This is the same as clicking on the Post
o title

o Quick Edit - Allows you to edit basic Post information such as Title, Slug,

« Date plus a few other options

o Trash — Will send the Post to the Trash. Once the Trash is emptied, the page is
o deleted

« View - Displays the Post. If the Post hasn't been published yet, this will say

e Preview
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Next to each Post title is a checkbox. This allows you to perform an action on
multiple items at once. You simply check the Posts that you would like to affect
and then from the Bulk Actions dropdown select either the Edit option or the
Move to Trash option and then click the Apply button. The Edit option will allow
you to edit the Categories, Tags, Author, whether to allow Comments and Pings or
not, the Status and whether or not the Posts are ‘Sticky. The Move to Trash option
will move the selected items to the Trash.

You can also filter the pages that are displayed using the dropdown lists and the
Filter button.

Clicking the Screen Options button at the top-right of the screen allows you to
change how the Posts list is displayed. Click the List View option to display the
posts in the traditional List View or click the Excerpt View option to display a
short excerpt from the Post underneath the Post title. You can also hide various
columns from view if you don’t want to see them. Clicking the Apply button will
save your changes.

Pages

After clicking on the Pages menu option you’ll be shown a list of Pages that your
site contains. Among the information displayed is the Page title, the Author, No. of
Comments and either the Date Published or the Date the Page was Last Modified.
The Pages screen will look similar to screen below.
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@& Dashboard
WordPress 5.2.3 is available! Please update now.

A Posts

All Posts

Pages AddNew

All (21) | Mine (20) | Published (20) | Draft (1)

Bulk Filter
° Pages

Advises total number of Pages &
how many are Mine, Published or in
Draft

M| Programs

(¢ Testimonials
v Mentors i

07 Media

o Front Page — Front Page
: Sections

Pages
Sample Page
Edit Quick Edit Trash ' View

A 3 is i
»* Appearance This is a Page Ti o Pages
B9 Megamenus

B Plugins

= Ninja Forms

About The Tests Hovering the cursor over each row
& Users will show you various options you
can perform

# Tools — Page Image A

i1 Settings
{3 Options o '.S"

SEO 2 Perform actions on mulitple Pages at once
by selecting the appropriate checkboxes &
then choosing an action from the Bulk

SeedProd Actions dropdown & clicking Apply

« Insights

— Page with comments

Author

Jay Altoveros

Jennifer Mact

Jay Altoveros

Jennifer Macf

Jennifer

Alejandro-Yar

Warren

Alejandro-Yar

Warren

Jennifer Mact

Jennifer

Jennifer Mact

Jennifer Mact

At the top of the page you can view how many Pages in total you have in your site,

how many have been published by yourself or how many are Published or in
Dratft.

When hovering your cursor over each row, a few links will appear beneath the
Page title.

« Edit — Will allow you to edit your Page. This is the same as clicking on the
Page title

« Quick Edit — Allows you to edit basic Page information such as Title, Slug,
Date plus a few other options

« Trash — Will send the Page to the Trash. Once the Trash is emptied, the page
is deleted

o View — Displays the Page. If the Page hasn't been published yet, this will say
Preview
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Next to each Page title is a checkbox. This allows you to perform an action on
multiple items at once. You simply check the Pages that you would like to affect
and then from the Bulk Actions dropdown select either the Edit option or the
Move to Trash option and then click the Apply button. The Edit option will allow
you to edit the Author, Parent, Template, whether to allow Comments or not and
the Status of each of the checked items. The Move to Trash option will move the
selected items to the Trash.

You can also filter the pages that are displayed using the dropdown list and the
Filter button.
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Adding your Site Content

Adding content to your site is an easy process no matter whether you're creating a
Post or a Page. The procedure for both is almost identical. Apart from how they
display on your site, which was described earlier, the other main difference is that
Posts allow you to associate Categories and Tags whereas Pages don't. What's the
difference between categories and tags? Normally, Tags are ad-hoc keywords that
identify important information in your Post (names, subjects, etc) that may or may
not recur in other Posts, while Categories are pre-determined sections. If you
think of your site like a book, the Categories are like the Table of Contents and the
Tags are like the terms in the index.

Adding a New Page

To add a new Page, hover your cursor over the Pages menu option in the left-hand
navigation menu and in the fly-out menu, click the Add New link. Alternatively,
click the Pages menu option and then click the Add New link underneath, or the
Add New button at the top of the page. You will be presented with a page similar to
the image below.

Y & My Sites

# Faculty of Science <> 16 B + New [ @2 Security Breeze

WordPress 5.2.3 is available! Please update now.

Pages Add New

Thanks for using Coming Soon Page & Maintenance Mode by SeedProd. We also recommend using Contact Form by WPForms. It's the best d

Install WPForms Now | Dismiss this notice

All (243) | Mine (67) | Published (225) | Drafts (18) | Cornerstone content (0)

A~

Bulk A ¥ Apply All dates ¥ Al SEO Scores ¥ All Readability Scores ¥  Filter
Pages

All Pages

(no title) — Draft

(no title) — Draft

"Making the Invisible, Visible: Discoveries Between Art & Science” - Homecoming 2018

404

-~ o e v



W 4% MySites & Fac ce 18 B + Security Breeze

@ Dashboard

*»

Posts
M| Programs Add New P‘age

&4 Testimonials

Thanks for using Coming Soon Page & Mai Mode by . We also using Contact Form by WPForms. It's the best drag & drop form builder, has over 1 million active installs, and over 2000+ 5

¥ Mentors Shac ratings.

Install WPForms Now | Dismiss this notice

a3 Media
e Enter title here Publish a
W Pages
0 Page Title Save Draft Proview
¥ Status: Draft Edit
Add New Template Page Enter page title at top %

@ Vislbility: Public Edit

[ Ninja Forms X
Header  Content Side Content  Advanced i Publish immediately Edit
A Appearance

Header Type ¥ Readability: Needs improvement
B8 Megamenus . Ter i - ) :
= egaments Banne Slider 0 Tabbed Conterlt Editor {| SEO: Not available
¥ Plugins
“ & Background Image er m
& Users 1920x250 | 1920%380 . . [_m
# Tools g ssdeosad T Add d:fferent. types of page pagentibutes AT
9 Settings content by clicking

Banner Height on individual tabs. i ‘ Publish
Default (no parent)
Template

Default Template &
Flexible Sections

Order
Sections 5 s Pageattibutes

Click the "Add Section” button below 1o start creating your layout Meed help? U Assign Parent page,
i tithe.
sereentile: page Template

sl 0 Add Section

Pre-built layouts that can be
added to page, three-columns,

Page Title two columns, sliders.

Begin by entering a page title.

Create Page Content

Below page title are four tabs where you can enter content.

Header Tab

This is where you can choose a Banner or Rotate Slider image(s). Slider images can
feed from your news posts and you can customize the height of Banner images. Here
you can also set a background image to fill the page.

Content Tab

Enter paragraph text, add images to paragraph content. This content will always ap-
pear at the top of the page following a Banner or Slider image. If no banner or slider

image, content entered here will show up at the very top.
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Side Content Tab

An alternative to a traditional page layout add a side image and picture. This option
allows you to have a nice responsive layout. However, it’s rarely used.

Advanced Tab

This is where you can hide the H1 or Page Title from appearing by default on your
page. You can also assign permissions to page content, if it should be visible and to
who.

Publish

You can set a page to draft or publish mode, you can have a page in draft, or private
mode. Once published the page is live and can be shared or linked to main naviga-
tion.

Page attributes

This is where you customize how the page will appear in the menu navigation once
live.

Parent

This is where you may choose to create pages that are subpages of a section of con-
tent. If the page is the parent than it is a stand alone page, or the Parent of a section
of parents. If the website was a book think of the Parent page as the Chapter Page.

Order

If the page is part of selection of pages that are grouped together under a section,
you can assign what order you want them to appear in, in the navigation/menu.
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Add Section

This is pre-built section/templates that can be applied to pages. Content is respon-
sive (it looks nice in a variety of different devices) and you don’t have to worry as
much about the design/layout. The content added to sections will always appear
after whatever content is added to the Header tab, and Content tab.

nere Publish
!fwww.sci.umanitoba.ca/11016-2/ Edit Save Draf
? Status:
A
& Visibilit
antent Side Content Advanced it
“0) Revisiol
fiifl Publish

[y/] Readabi

Slider
Slider - Testimonial
I be disable and the main container will fill its space. Slider - Programs
Slider - Stats
Navigation - Content Tiles

Mavigation - Image Tiles

me

ider tags and sections will changed base on the selected theme Navigation - Mosaic Gallery
Mavigation - Paragraph Columns
Navigation - Buttons
Toggle - Content

: by Role 99
Toggle - FAQ
News & Events
Form

ns File Filter Downloads

Twitter Feed
Directory
WebCal Feed

Click the "Add Section" button below to start creating your layout : -
Section Library

Add Section

Slider

Add an image slider (content will appear below header sliders)

Slider = Testimonial

Slider that is linked to Testimonials that are entered into separate place.

Slider - Programs

Slider that functions the way these do.
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Slider - Stats

Slider that is formated to display a larger formatted font, with descriptive text.

Navigation Content Tiles

Three column layout with images and paragraphs

Navigation - Image Tiles

Four column layout with images and fly out text when cursor hovers over.

Navigation - Paragraph Columns

Three columns of paragraphs

Navigation - Buttons

Button content that links to other pages.

Toggle - Content

Tabbed content on a page, can be verticle or horizontal, that only display when
clicked on.

Toggle - FAQ

FAQs set up as collapsible/expandable tabbed content.

News & Events
News & Event Feed

Form

Form content, feeds from Ninja Forms - see Ninja Forms page.
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File Filter Downloads
N/A

Twitter Feed

as above.

Directory

Staff/Faculty/Student directory, must click and drag users into manually. Individuals
must be set up as Users with the role (Profiles) assigned to appear in directory.

WebCal Feed Section Library
N/A.

I Page updated. View page

Student Challenge

Permalink; http://www.sci.umanitoba.ca/data-science-nexus/student- 1l [ Edit

Template Page

Header  Content  Side Con

Toolbars, similar to Word for
formating text and images.

3] Add Media | [E Add Form

ile » Edit+ View s Insert« Format~ Tools » Tabl

Paragraph + B I €6 =~ =+ = £ =

Georgia * 18pt

Adding Content with the Visual Editor

The editor used to enter content into your Page or Post is very easy to use. It’s
much like using a regular word processor, with toolbar buttons that allow you to
Bold or Italicize text or enter in Headings or bullet points. You can even use most of
the basic keyboard shortcuts used in other text editors. For example: Shift+Enter in-
serts a line break, Ctrl+C/ Cmd+C = copy, Ctrl+X/Cmd+X = cut, Ctrl+Z/Cmd+Z =
undo, Ctrl+Y/Cmd+Y = redo, Ctrl+A/Cmd+A = select all, etc. (use the Ctrl key on a

PC or the Command key on a Mac).
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When adding content to your page, the Visual Editor expands to fit your content,
rather than simply scrolling. On top of that, no matter how tall the Visual Editor
becomes, the toolbar buttons will be available at all times by sticking to the top of
the page.

By making use of special keyboard shortcuts, adding content is now even easier.
When you want to add different size headings to your content, rather than having
to select the heading size from the toolbar dropdown you can now start a line with
two or more hashtags (#) and once you hit Enter to go to the next line, the Visual
Editor will automatically convert your text to the appropriate heading. Like
headings, you can also use * or - to create an unordered list, using 1. will start an
ordered list, and > will create a blockquote.

The complete list of keyboard shortcuts available are as follows;

o * — Start an unordered list

o - — Start an unordered list

o 1. — Start an ordered list

e 1) — Start an unordered list

o ## — H2

o ### — H3

o #### — H4

o ##### — H5

o ###### — H6

e > — Add a blockquote

o --- — Add a horizontal line Bold () or Italicize (* ) text or enter in Headings (“ ) or
bullet points (“ “ ). You can even use most of the basic keyboard shortcuts

used in other text editors. For example: Shift+Enter inserts a line break, Ctrl+C/
Cmd+C = copy, Ctrl+X/Cmd+X = cut, Ctrl+Z/Cmd+Z = undo, Ctrl+Y/Cmd+Y =
redo, Ctrl+A/Cmd+A = select all, etc. (use the Ctrl key on a PC or the Command
key on a Mac).

When adding content to your page, the Visual Editor expands to fit your content,
rather than simply scrolling. On top of that, no matter how tall the Visual Editor
becomes, the toolbar buttons will be available at all times by sticking to the top of
the page.

By making use of special keyboard shortcuts, adding content is now even easier.
When you want to add different size headings to your content, rather than having
to select the heading size from the toolbar dropdown you can now start a line with
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two or more hashtags (#) and once you hit Enter to go to the next line, the Visual
Editor will automatically convert your text to the appropriate heading. Like
headings, you can also use * or - to create an unordered list, using 1. will start an
ordered list, and > will create a blockquote.

The complete list of keyboard shortcuts available are as follows;
o * — Start an unordered list

o - — Start an unordered list

o 1. - Start an ordered list

« 1) — Start an unordered list

o ## — H2

o ### — H3

o #### — H4

o ##### — H5

o ###### — HO6

e > — Add a blockquote

e --- — Add a horizontal line

o ".." — Convert text into code block (replace .. with your text)

At the top of the editor there are two tabs, Visual and Text. visual Text .

These switch the editor view between the Visual Editor and the Text editor. The

Text view will enable you to view the HTML code that makes up your content. For

the more experienced users this can be helpful at times but for those not familiar
with HTML tags, it's not recommended.
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When creating a new Page or Post, the first thing to do is enter in your title in the
top entry field where it says Enter title here. After moving the cursor down to the
editor a new Permalink is created for your page. Permalinks are the permanent
URLs to your individual Posts, Pages, Categories etc.. Though not usually
necessary, you can manually edit your permalink by clicking on the actual
permalink (the part after the domain name with the yellow background) or by
clicking the Edit button next to it. Once you've modified it, click Ok to save or
Cancel to cancel your changes.

At the top of the editor where your content is written, there are numerous
formatting buttons. Clicking the Toolbar Toggle button ) will show or hide a
second line of formatting buttons which gives you extra functionality. The editor
buttons perform the following functions:

& Add medis Add Media - Used to upload and insert media such as images,
audio, video or documents

Paragraph ¥ Gtyle — Used to format the Page text based on the styles used by
the current Theme

Bold - Bold text

B
v ¢ Italic - Italicise text

Bulleted List — Create an unordered (bullet point) list

Numbered List — Create an Ordered (numbered) list

|11
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Blockquote - Used as a way of showing a quote. How this looks
will be entirely dependent on the Theme that your site is
currently using

Align Left — Align text to the left
Align Center - Align text in the center of the page
Align Right - Align text to the right

Insert/edit link — Used to create an html link to another page
or website. If no text is selected first, the URL that you enter
will also be used for the link text

Insert Read More tag — Inserts the More tag into your Page.
Most blogs only display a small excerpt of a Post and you're
required to click the Post title or a ‘Read more... link to
continue reading the rest of the article. When you insert a
‘More’ tag into your Post, everything prior to the tag is
considered as this excerpt. Most times youd only use this
button when you're creating a blog Post, rather than a Page

Toolbar Toggle — Used to show or hide the second row of
formatting buttons on the editor toolbar

Distraction Free Writing - Clicking this button will enlarge
the editor so that it fills the browser window. Clicking the Exit
fullscreen link at the top of the screen will reduce it back to its
original size

Strikethrough — Add a strikethrough to your text

Horizontal Line - Inserts a horizontal line into your page

Text color - Use to change the color of text
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Paste as text - Copying and pasting text from other sites or
word processors sometimes leaves the text formatted
differently to what you were expecting. The reason for this is
that quite often the html tags or codes that formatted the
original text are pasted along with the text itself. To avoid this,
Paste as Text will strip all these formatting and html tags. The
Paste as Text option acts like a toggle, staying on until you
turn it off by clicking the button again or until you save your
page content

Clear formatting — Use this to remove all the formatting (e.g.
Bold, Underline, text color etc..) from the highlighted text

Special character — Used to insert special characters not easily
accessible via the keyboard (e.g. %4, %, %, ©, €, 0 etc..)

Decrease indent - Removes one level of indenting
Increase indent — Indents text by one level

Undo - Undo your last action
Redo - Redo your last action

Keyboard shortcuts — Displays information about the
WordPress Visual Editor along with keyboard shortcuts

Visual/Text — Switches the editor view between the Visual
Editor and the Text editor. The Text view will enable you to
view the HTML code that makes up your content. For the
more experienced users this can be helpful at times but for
those not familiar with HTML tags, it’s not recommended.
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Adding Images and Other Media

Adding images and other media files such as videos, documents or PDFs is
extremely easy within WordPress. All your images and files are stored in the

Media Library. Once they’re uploaded into the Media Library, it’s a very simple
matter to insert them into your Page or Post content. In the case of files such as
Word Documents or PDFs, if necessary, it’s a simple process to create links to those
files so that people can then download them.

Inserting an Image

Using the WordPress media manager, it’s extremely simple to insert, align and link
your individual images and image galleries.

To insert an image into your Page/Post, click the Add Media button

(“) and then simply drag your image(s) from wherever they are on

your computer, into the browser window. Your file(s) will be automatically
uploaded.

Alternatively, click the Select Files button and then select the file(s) that youd like
to upload, using the dialog window that is displayed.

It’s also possible to simply drag your image straight into the Visual Editor, rather
than clicking the Add Media button.
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Add Media Add Media

Create Gallery

Upload Files Media Library

Create Audio Playlist
Create Video Playlist

Featured Image

Insert from URL

Simply drag and drop files from
your computer to anywhere in this
window to upload them

Drop files anywhere to upload

or

Select Files

i ”F“Ua

Click Select Files if you wish to open a
dialog box to manually select the

files to upload.

No matter whether you've clicked the Add Media button or simply dragged and
dropped your image into the Visual Editor, once your image is uploaded, your

Media Library is displayed, which contains all your previously uploaded images.
The image(s) that you've just uploaded will be automatically ‘selected’ for easy
insertion into your Page or Post. Selected images are shown with a ‘tick’ icon in

the top right corner of the image.

After uploading your image(s), you can then select other previously uploaded

images by holding down the Ctrl key (Cmd key on Macs) and simply clicking on

them. To deselect an image, click the ‘tick’ in the top right corner of the image.
At the bottom of the window you will see a count of the number of images

currently selected.

There are several options within this Insert Media window to help make it easier

to add images into your Page or Post.
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By default, all previously uploaded images are shown, starting with the most
recent uploads. If youd like to narrow this list down, at the top of the window is a
dropdown list that allows you to filter your displayed images by All media items,
items Uploaded to this post/page, or Images, Audio files, Video files or Unattached
files. You can also filter your media files by selecting a date, or alternatively, there
is also a Search field that allows you to search for specific images.

The properties of the currently highlighted image (i.e. The image with the blue
border) will be shown on the right-hand side of the Insert Media window. These
properties include the filename, the date the file was uploaded and the image size.
It’s at this point you can also change the image Title, Caption, Alt Text and
Description for each image, as well as the Alignment, Link and the Size at which
the image is inserted.

« Title - is displayed as a tooltip when the mouse cursor hovers over the image
in the browser

« Caption - is displayed underneath the image as a short description. How this
displays will be dependent on the WordPress theme in use at the time. You
can also include basic HTML in your captions

o Alt Text - is displayed when the browser can’t render the image. It’s also
used by screen readers for visually impaired users so it's important to fill out
this field with a description of the image. To a small degree, it also plays a
part in your website Search Engine Optimisation (SEO). Since search engines
can't read’ images they rely on the Alt Text

o Description - is usually displayed on the attachment page for the media,
however this is entirely up to the theme that is currently in use
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Add Media

Create Gallery
Create Audio Playlist
Create Video Playlist

Featured Image

Insert from URL

Add Media

Upload Files = Media Library

All media items j All dates j Search media items.

v
Qe S,

Holding down Ctrl/Cmd and clicking . .
will allow you to select multiple
images. Click the ‘tick’ to unselect it.

URL
Title
Update the image properties by Caption
filling in the Title, Caption, Alt Text and
Description.
Alt Text
wunreEsrinaL.avi
Description

Alignment

Link To

ATTACHMENT DETAILS

Serenity.jpg
e ™M December 22, 2013
™ 152 KB

1024 « 768

Edit Image

Delete Permanently
hitp:/fyour-wordpress-site.:
Firefly Class 03 K64
Serenity - A Firefly Class
03 Mid-bulk transport ship
Firefly Class 03 Mid-bulk tr:

QOh! Shiny!

ATTACHMENT DISPLAY SETTINGS

Center j

Media File j

hittp://your-wordpress-site.c

Size  Medium - 300 x 225 j

Select image alignment, where it
links to and the size you'd like to
insert. Click Insert into post to insert
the selected image(s).

2 selected
Edit Selection = Clear

=

For each image, you can select how you would like the image aligned, either Left,
Center or Right aligned, using the Alignment dropdown list. You can also select
None for no alignment which will mean the image will display using the default
alignment setting for your Theme.

You can also change what your inserted image(s) will link to using the Link To
dropdown list. You have the choice of linking to the image’s attachment page by
selecting Attachment Page, or you can link to the full size image by selecting Media
File. You can also link to any URL by selecting Custom URL. When you do this, a
new field will appear that allows you to enter in the custom URL. You can also
choose not to link to anything by selecting None.

uploaded, simply select Full Size. Next to each size listed in this dropdown will be
the actual dimensions of the image, in pixels (e.g. 300 x 225).

Once you've selected all your images, click the Insert into post button to insert the

selected image(s) into your Post at the current cursor position (when editing a
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uploaded, simply select Full Size. Next to each size listed in this dropdown will be
the actual dimensions of the image, in pixels (e.g. 300 x 225).

Once you've selected all your images, click the Insert into post button to insert the
selected image(s) into your Post at the current cursor position (when editing a
Page, this button will say Insert into page).

If youd like to change the order of your images, click the Edit Selection link at the
bottom of the Insert Media window. The window will change so that only the
selected images are shown. Alternatively, clicking the Clear link will deselect all
images.

After clicking the Edit Selection link at the bottom of the Insert Media window, all
the currently selected images are shown. You can change the order in which the
images will appear in your Page or Post by clicking and dragging each image to
reorder them. You can also update the image Title, Caption, Alt Text and
Description for each image. To remove one of your selected images, click the small
“-” that appears in the top right corner of the image when you hover your cursor
over the tick.
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Add Media Add Media

Create Gallery Upload Files Media Library

Create Audio Playlist

&« Return to library ATTACHMENT DETAILS

* Serenity.jpg

2 December 22, 2013
“= 5 o 1= &8 152KB

To remove an image, click the small o St gy s - | 1024 = 768

“ that appears in the corner of the F . 2 - o - 4 Editimage

image when you hover your cursor i -, . ? Delete Permanently

over the tick. 3

http://your-wordpress-site.c
Firefly Class 03 K64

Serenity - A Firefly Class
03 Mid-bulk transport ship

Update the image properties by
| filling in the Title, Caption, Alt Text and
Description. OO0h! Shiny!

Firefly Class 03 Mid-bulk tri

o Rearrange Images

Click and drag each image to
reorder them.

Click Insert into post to insert the
selected image(s) at the current
cursor position.

Clicking the Return to library button will take you back to the previous screen that
allows you to select or deselect your images.

When you're editing your Post/Page, if you wish to insert an image that you
uploaded earlier (as opposed to uploading a new image), click the Add Media
button again (" ). Once the pop-up window displays, click the Media Library tab

at the top of the pop-up window rather than dragging a new file into the upload
window. All your previously uploaded images will be displayed, with the most recent
ones shown first.

Select the image(s) that youd like to insert into your Page or Post and then simply
click the Insert into post button (or if you're editing a Page, this button will say
Insert into page). As mentioned earlier, you can also click the Edit Selection link
at the bottom of the window if youd like to change the order the images

are inserted.
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Edit or Delete an Image

There are various options available for adjusting the layout of inserted images.

After clicking on an image that has already been inserted into your Page or Post, a
small toolbar will appear over the image. By selecting one of the alignhment

buttons ( ) you can change the alignment of the inserted image.
Clicking the Edit button ( ) allows you to edit the image properties. Clicking the

Remove button ( ) will remove the image from your content. It will only
remove the image from your Page or Post, it will not delete the image from your
Media Library.

When you click on an image in your Page or Post, as well as the alignment, edit
and delete icons mentioned above, the image also displays ‘resizing handles’.
These are the small squares you see around the edge of the image. To resize your
image, simply click and drag one of the corner resize handles.

As with any image editing software though, if you try to enlarge a small image, it
will tend to get quite pixelated. It’s always best to insert a large image and then
resize down.|
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Image Details

Caption Serenity - A Firefly Class 03 Mid-bulk transport ship

Alternative Text Firefly Class 03 Mid-bulk transport ship

DISPLAY SETTINGS
Align  Left Center Right None
Size Large - 700 x 525 j
Link To  Media File j

http:/fyour-wordpress-site.com/wp-content/uploads/2013/
Edit Original Replace

ADVANCED OPTIONS a ° Image Details

Image Title Attribute

The Edit Original button allows you
to edit the uploaded image. The
Replace button allows you to replace
the image altogether

Image CSS Class

Open link in a new tab
Link Re @ 'mase petails

Kk €35 Cisos Edit the display settings and the

image and link properties

The Image Details pop-up window allows you to edit the various image and link
properties:
« Caption - Displayed underneath the image as a short description. How this
displays will be dependent on the WordPress theme in use at the time. You
can also include basic HTML in your captions

« Alternative Text — Displayed when the browser can’t render the image. It’s
also used by screen readers for visually impaired users so it’s important to fill
out this field with a description of the image. To a small degree, it also plays a
part in your website Search Engine Optimisation (SEO). Since search engines
can’t ‘read’ images they rely on the Alt Text

« Align - Allows you to select how you would like the image aligned. They can
be either Left, Centered or Right aligned. Setting alignment to None will
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remove the other alignment settings. How this affects your image within your
content will depend on the current theme in use

« Size - Select a specific size from the dropdown list or select ‘Custom Size’ and
then enter the Width and Height (in pixels) in the input fields that appear

o Link To - Select where you would like to link your image to from the
dropdown list. You have the choice of linking to the image attachment page
by selecting Attachment Page, or you can link to the full size image by
selecting Media File. You can also link to any URL by selecting Custom URL.
When you do this, a new field will appear that allows you to enter in the
custom URL. You can also choose not to link to anything by selecting None

« Image Title Attribute — Displayed as a tooltip when the mouse cursor hovers
over the image in the browser

 Image CSS Class - By default, WordPress will assign several CSS Classes to
your image. If, for some reason, there’s other CSS Classes that youd like to
assign to your image then you can add them into this input field

o Link Rel - Describes the relationship from the current document to the
specified link. More information on the rel HTML attribute can be found on
Wikipedia

o Link CSS Class - If there is a specific CSS Class that needs to be set on the
HTML link then you can add it into this input field

Clicking the Edit Original button allows you to perform some simple manipulation
with your uploaded image. You're able to rotate and flip your image as well as
scale and crop it to different sizes.

If youd like to replace the image entirely, click the Replace button and you’ll be
shown your Media Library where you can select a new image.

Once you have updated the image properties, click the Update button to save your
changes. Alternatively, click the small X’ in the top-right of the pop-up window to
close the pop-up without saving any changes.
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Setting a Featured Image

Some themes allow you to specify a Featured Image for your Page and Post. A
Featured Image, often called a Post/Page Thumbnail, is usually some sort of image
that is representative for that particular Page or Post. How these images are
displayed is dependent entirely on the Theme that is currently in use.

If your Theme allows you to set a Featured Image, the following Featured Image
panel will be displayed when you’re editing your Page or Post. If Featured Images
can’t be set then this panel won’t be displayed.

S — -
n,] Media Add

B Pages

It suddenly struck me that that tiny pea, pretty and blue, wa ryour Theme allows Featured

mages you can set It Dy CliCKINg the
¥ Ccomments put up my thumb and shut one eye, and my thumb blotted o  Set featured image link.

Earth. I didn't feel like a giant. I felt very, very small.
¥ Appearance

£ Plugins Featured Image

A Users Set featured image

Word count: 92 Last edited by Joe Blogg on August 20, 2016 at 5:25 pm

/& Tools

Setting your featured image is very similar to adding an image into your Page or
Post. After clicking the Set featured image link a pop-up window will display that
looks similar to the one that displays when you add an image to your Page/Post.
You can upload a new image to use as your Featured Image or you can simply
choose from one of your previously uploaded images.

By default, you’ll be shown a list of the previously uploaded images. If you’d like
to upload a new image, click on the Upload Files link at the top of the pop-up
window. After clicking the image you’d like to use as your featured image you can
then update the Title, Caption, Alt Text and Description. To set the image as your
Featured Image, click the Set featured image button. Your chosen image will then
appear in the Featured Image panel.|
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Featured Image
Upload Files Media Library

Images ATTACHMENT DETAILS

o, Serenity.jpg
& T December 22, 2013
S 152K8
1024 = 768

. - Edit Image

Delete Permanently

URL  hip:/jyour-wordpress-site.«
Title Firefly Class 03 K64

Update the image properties by

filling in the Title, Caption, Alt Text and Caption  Serenity - A Firefly Class
Descn'p.[mn_ 03 Mid-bulk transpoart ship

Firefly Class 03 Mid-bulk tr:

OO0h! Shiny!

m  Click the Set featured image button to
set the Featured Image.

Set featured image

Insert an Image Gallery

WordPress has its own simple built-in Image Gallery that allows you to add
multiple images to a page in one easy step.

To insert an image gallery into your Page/Post, click the Add Media button

Add Med
i ). A pop-up window will display that looks the same as the one

that displays when you add an image to your Page/Post. You can upload new
images to use in your gallery or you can simply choose from your previously
uploaded images.

By default, yow’ll be shown a list of your previously uploaded images. If you’d like
to upload a new image, click on the Upload Files link at the top of the pop-up
window.
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Click the Create Gallery link in the left-hand navigation then select the images that
youw’d like to insert into your gallery.

« Cancel Gallery Edit Gallery

Drag and drop to reorder media files. Reverse order

Edit Gallery GALLERY SETTINGS

Add to Gallery b Link To . Attachment Page j

° Gallery Settings Columns Bj

Select where you want your Random Order
thumbnails linked to and how many
columns to use when displaying
them.

Size  Thumbnail j

Caption this image. Caption this image... ATTACHMENT DETAILS

Capti
- Maddie-8wks.jpg
° Removing Images : | December 22, 2013
v { . ’ 1 502 KB
" f Soa p 3 1000 = 852
To remove an image, click the small - Y r‘ ) Edit image

** that appears in the corner of the A fema vy et A Delete Permanently
image when you hover your cursor
over the 'X.
http:/fyour-wordpress-site.c
Caption th

Tile Maddie @ Bwks

Caption this image t mage C: age
o Rearrange Images Caption

Click and drag each image to
reorder them. Alt Text

Description
o Insert Gallery

Click Insert gallery to insert the
gallery at the current cursor
position,

insert gallery

After selecting your images, click the Create a new gallery button at the bottom of
the pop-up window. The window will change so that only the selected images are
shown.
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Add Media Create Gallery

Create Gallery
Create Audio Playlist
Images

Create Video Playlist

Featured Image

Insert from URL

0 Removing Images

To remove an image, click the small

Upload Files

Media Library

j Al dates

Select the images you want to add
to your image gallery.

ATTACHMENT DETAILS

bigstoe Beagle-Puppy-At-The-
Wa-44668411.jpg

November 30, 2013

ZMB

2410 = 1685

Edit image

Delete Permanently

' that appears in the corner of the
image when you hover your cursor

over the tick. http:/fyour-wordpress-site.c

Running beagle puppy at th

Alt Text
Description Running beagle puppy with

flying ears at the walk

b= .

oy *
Lt

i ’ 1 Click Create a new gallery to create a

1 y newimage gallery.
N =

Clear i

All the images that appear will be used within your Image Gallery. To reorder the
images simply click on an image and drag it to its new position. If you’d like to add
captions to your images, click the ‘Caption this image..’. text below each image and
then type in your caption. Alternatively, click each image and then update the
Title, Caption, Alt Text and Description on the right-hand side of the pop-up
window. You can also include basic HTML, such as links, in your captions.

If you decide you no longer want a certain image to appear in your gallery, click
the small -’ that appears in the top right corner of the image when you hover your
cursor over the x’.

Since the built-in gallery is quite simple, there aren’t that many options to choose
from when setting it up.

» Link to - This sets what happens when the thumbnail image is clicked.
Selecting Media File will open the full size image directly in your browser
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window. Selecting Attachment Page will open the image within one of your
WordPress formatted pages

« Columns - Specifies the number of columns to use when displaying your
thumbnail images. Ultimately, this will be dependent on your Theme and
how wide your page is. If you find the gallery isn’t displaying properly after
changing this number you may need to change it to another number

« Random Order - Click this checkbox to display your images in a random
order

« Size - Selects the size of the image to use in your gallery

Edit or Delete an Image Gallery

Editing or Deleting an Image Gallery is much like editing or deleting an image.
After clicking on an Image Gallery that has been inserted into your Page or Post,

two icons will appear on top of the gallery. Clicking the Edit button ( ) allows

you to edit the image gallery properties. Clicking the Remove button ( ) will
delete the image gallery from your content. It will only remove the image gallery
from your Page or Post, it will not delete any images from your Media Library.
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Click on the image gallery to display
the image gallery toolbar

All Categories Maost Used

After clicking the Edit icon you will be shown the same pop-up window and
options as when your image gallery was inserted into your Page/Post.

Insert an Audio or Video Playlist

Inserting an audio or video playlist is almost identical to inserting an image

Add Med
gallery. Click the Add Media button ( i ). A pop-up window will

display that looks the same as the one that displays when you add an image to
your Page/Post. You can upload new media files to use in your playlist or you can
simply choose from your previously uploaded files.

By default, yow’ll be shown a list of your previously uploaded files. If you’d like to
upload a new media file, click on the Upload Files link at the top of the pop-up
window.

To create an audio playlist, click the Create Audio Playlist link in the left-hand
navigation. The pop-up window will display a list of your audio files.

Alternatively, to create a video playlist, click the Create Video Playlist link in the
left-hand navigation. The pop-up window will display a list of your video files.
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Add Media Create Audio Playlist

Create Gallery Upload Files = Media Library

Create Audio Playlist

: d i j Alldaies ATTACHMENT DETAILS
Create Video Playlist

r v ; ] - = : 01-Dont-Say-a-Word. mp3
Featured Image . May 20, 2014
- - 10 MB
: - - - 5 Length: 4:07

Delete Permanently

03-Anything- 01-Dont-Say-
— . . mn.mp3 04-Only-You.mp3 Could-Happen.mp3 a-Word.mp3 hitp://your-wordpress-site.
Select the media files to include in

your playlist. itle  Don't Say a Word

Artist Ellie Goulding
l' Album  Halcyon Days (Deluxe Editic

originaldixielandjaz
zbandwithalbernard
08-Synthetica.mp3 -stlouisblues.mp3

Caption

Description  "Don‘t Say a Word" from
Halcyon Days (Deluxe
Edition) by Ellie Goulding

Click Create a new playlist to create
your playlist.

4 selected 3
= HEEE

After selecting your media files, click the Create a new playlist button at the
bottom of the pop-up window. The window will change so that only the selected
media files are shown.
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+ Cancel Audio Playlist Edit Audio Playlist

5 A Drag and drop to reorder tracks. Reverse order y
Edit Audio Playlist = PLAYLIST SETTINGS

Show Trackiist

a Show Artist Name In Tracklist
To remove an image, click the small
-’ that appears in the corner of the
image when you hover your cursor
over the 'x.

ﬂ Show Images

03-Anything-

04-Only-You.mp3 Could-Happen.mp3 s

-a-Word.mp3

Halcyon Only You Anything Could Happ 'y

Select what information should be
o Rearrange Media displayed in your playlist.
anently
Click and drag each file to reorder
them. | http:f/your-wordpress-site.c
Don't Say a Word

Elfie Goulding

Halcyon Days (Deluxe Editic

Description  "Don't Say a Word" from
Halcyon Days (Deluxe

Click Insert audio playlist to insert your
new playlist into your Page or Post, If
you're creating a video playlist; this
button will say Insert video playlist.

All the media files that appear will be used within your playlist. To reorder the
files simply click on a file and drag it to its new position. You can change the title
for each file by clicking the text below each file and then typing in your new title.
Alternatively, click each file and then update the Title, Caption and Description on
the right-hand side of the pop-up window.

If you decide you no longer want a certain media file to appear in your playlist,
click the small ~’ that appears in the top right corner of the file when you hover
your cursor over the x’.

You can change how your playlist appears in your page by selecting which items
you’d like to appear.

When inserting an audio playlist you have the following display settings.

« Show Tracklist - Ticking this checkbox will show a list of all the audio files
within your playlist
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» Show Artist Name in Tracklist — Ticking this checkbox will show the artists
name next to each track name

» Show Images - Ticking this checkbox will show any associated audio file
images
When inserting a video playlist you have the following display settings.
» Show Video List — Ticking this checkbox will show a list of all the video files
within your playlist

» Show Images - Ticking this checkbox will show any associated video file
images

Inserting Video, Audio or Other File Type

The procedure for inserting any other type of file into your Page/Post is exactly the
Add Media

same as Inserting an Image. Simply click the Add Media button ( e

Once the relevant pop-up window displays, perform the same steps to upload your

file to your site and to insert it into your Page or Post.

When inserting video or audio files, you can select Embed Media Player from the
Embed or Link dropdown list in the Insert Media pop-up window to use the audio
and video players that are now bhuilt into WordPress. Supported audio/video
formats include M4a, MP4, OGG, WebM, FLV, MP3, and WAV files.
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Add Media Add Media

Create Gallery Upload Files Media Library

Create Audio Playlist

All media items j All dates

: ATTACHMENT DETAILS
Create Video Playlist

. . 05-Haleyon.mp3
y -y e o S
Featured Image B s May 20, 2014
i P - = 8 MB
! o Al Length: 3:25

Insert from URL po=si gy s Deiele Permanently
A 3 ! -

URL htto:f/your-wordpress-site.
Halcyon
Artist Eifie Goulding
Album  Halcyon Days (Deluxe Editic

Caption

MarsCuriosity.mp4 LegoTIEFighter.mpd

om Halcyon
When inserting audio or video files, 2 Edition) by
select the Embed Media Player a. Released:
option.
INGS
03-Anything- 01-Dont-Say-
05-Halcyon.mp3 04-Only-You.mp3 Could-Happen.mp3 a-Word.mp3 Embed or Link Embed Media Player :]

) w“
[ % s Click Insert into post to insert the
main-shuttle-crew- selected file at the current cursor

operations- position, If you're editing a Page this
manual.pdf button will say Insert into page.

1 selected
Clear

Insert into post

It’s recommended that you make your filename ‘server friendly’. Make
sure the filename has no spaces, apostrophes, slashes or other non-
alphanumeric characters (such as $, % and &). Rename the file before
uploading if it does. To preserve readability, some people replace spaces
with the underline character or hyphen. For instance, My File Name.txt
becomes My _File_ Name.txt or My-File-Name.txt

Embedding a Video, Image or Other Content

Another way to add video or other content into your pages is through embedding.
A popular example of this is embedding a YouTube video into your page.

When you’re embedding a file, there’s no need to upload the file to your site.
You’re basically just creating a link to the file, from within your own page.
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WordPress is able to automatically embed files from a number of different
services.

To embed something into your Post or Page, simply paste the URL into your
content area. The URL needs to be on its own line and not hyperlinked.

Permalink: http://your-wordpress-site.com/hello-world/ Edit Preview Ch a5
# Dashboard dnbivedidhcifiods.
@ Status: i Edi
* 5 0 Add Media viia | ! Status: Published Edit
- > Visibility: Public Edit
= = = = = P = (= “u
A Paragraph + B I & £ # = = = ¢ = |;-_-| P ‘
P we — A Bl O O F B Y > Revisions: 41 Browse
ew —
Categories fiil Published on: Nov 30, 2013 @ 07:25
ategori Edit
- To be the first to enter the cosmos, to engage, single-handed, in an -
ags P P s ) il
: - ' - .
unprecedented duel with nature—could one dream of anything more? Curious Mové to Trash
&7 Media that we spend more time congratulating people who have succeeded than
[ Pages encouraging people who have not.
Format -
¥ comments
J v=
https://wwwyoutube.com/watch?v=h2I8AcBlxgl © A Standard
» Appearance pe
’ Space, the final frontier. These are the voyages of the Starship Enterprise. Its
& Plugins : Jnds " image
five-year mission: to explore strange new worlds, to seek out new life and new
Video

s Users civilizations, to boldly go where no man has gone before. We believe in what

When embedding content in this manner (as opposed to using the embed
shortcode mentioned below), your url will change to show a preview of that
content. For example, when embedding a video from YouTube, after pasting in the
URL to the editor, it will magically change to show the actual video content, right
there in the editor.
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W @ Your WordPress Site B + New View Post Howdy, Joe Blogg | !

een Opti v H v
& Dashboard Edit Post  Add New
# Posts Hello world! Publish
R EUNLe Permalink: b ur-wordpress-site.com/hello-world] Edit Preview Changes
Add New
L+ tatus: i Ed
Categories 07 Add Media o | Status: Published Edit
T ot g == T ® Visibility: Public Edit
i Paragraph. »| Bl I = = M = = = = B -
3] Media we — AvEB 0 QO & B % 7] £ Revisions: 41 Browse
pages " e e e
o To be the first to enter the cosmos, to engage, sk =
omments >
unprecedented duel with nature—could one drei  Paste a URL into the editor content P ”
; ? 2 king sure it's on its own lir
that we spend more time congratulating people  9'¢9: Making
Appearance D p E EPEOPI® ¢ not hyperlinked and WordPress
c, . encouraging people who have not. will magically show the content,
Plugins Forniat
rs
e O A standard
Tools Aside
Settings Image
© col Video
Quote
Link
Gallery
Audio
Categories

All Categories Most Used

Space, the final frontier. These are the voyages of the Starship Enterprise. Its @ antiquarianism

N B S e B S Pl R S e P s i S R, RS i i -

If you’d like to specify the width and height, you can wrap the URL in the [embed]
1 e. Embedding your link using this shortcode does not require the URL to
be on 1ts own line. The format for using the shortcode is:

[embed width= “123” height= “456”] url [/fembed]

WordPress will automatically embed content from the following sites:
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» FunnvOrDie.com

» Hulu

e Imgur

o Instagram
s ISsuu

e Kickstarter

« Meetup.com

« Mixcloud

» Photobucket

» Polldaddy
» Reddit

» ReverbNation

e Scribd
» SlideShare

e SmugMug
» SoundCloud

» Speaker Deck

» Spotify
« TE

e« Tumblr

o Twitter

e VideoPress

« Vimeo
» Vine

» WordPress Plugin Directoryl
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(only public and "unlisted" videos and playlists)
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Adding HTML Links

HTML links allow your site visitors to easily navigate around your site. They’re
also used when you want to allow people to download files from your site, such as
PDFs or other documents, for viewing images or even just linking to other
websites. HTML links will frequently be shown with an underline to differentiate
it from other text, but this may vary depending on the theme you’re currently
using.

Inserting an HTML Link

Inserting an html link in your Page/Post to one of your own pages or another site
is extremely easy. Simply click and drag the cursor and highlight the text that you

want turned into a link and then click the Insert/edit link button ( ). A small
inline link toolbar will display where you can enter your link URL. If you enter a
URL without including ‘http:// in front of it, WordPress will automatically correct
it for you. As an example, if you type ‘google.com’ it will automatically correct this
to ‘http://google.com’. After you’ve entered your link url, hit your Enter key or click

the Apply button (m) to save your changes.

If you don’t select any text prior to clicking the Insert/edit link button, it will use
the URL that you enter as the link text.

You can also insert a link to one of your existing Posts or Pages by simply typing
the Post or Page name and then selecting it from the list that displays. As you type
the Post/Page name the list will re-populate based on matching results.
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() @ YourWordPressSite ® 0 - New View Post Howdy, Joe Blogg

Edit Post  Add new

@ Dashboard
prye Hello world! Publish .
All Posts Permalink: http://your-wordpress-site.com/hello-world/ Edit Preview Changes
RCRERo: : T Status: Published Edit
O Add Media 2 otatus:
ol Insert or Edit Link Text
Categories ° ! T or Ed ex . . o
: = mE ® Visibility: Public Edi
Tags Paragraph + B I = £ €6 = = -
e et Fill in the URL or start typing the ) Roulsions: 30 Srowse
07 Media w — A-EH Q QF F N name of an existing page to search
+ for that page. Click the Cog icon to il Published on: Nov 30, 2013 @ 07:25
; display the Insert link pop-up. Edit
¥ Pages To be the first to BHESETABEOSIMBS, 10 €. oumor - or 1o s s o o
; 2 2
¥ Comments Ulbaste URL or type to search Ee of anything more? Curious NMove:to Trash
tray we spenu ImuTe Lime cungratuiaung peovpe wio have succeeded than
g
/" Appearance encouraging people who have not.
£ Plugins Format
2 Goars Space, the final frontier. These are the voyages of the Starship Enterprise. Its O # standard
five-year mission: to explore strange new worlds, to seek out new life and new i
# Tools civilizations, to boldly go where no man has gone before. We believe in what -
Im
[§ Settings we're doing. Now it's time to .
Video
© Collapse menu Quote
Link
' llery
- o Gallery
Audio
Categories

[f the URL that you enter in the inline link toolbar has the incorrect syntax,
WordPress will let you know by highlighting the link with a red dotted outline.
When this happens, simply click the link to display the inline link toolbar again

and then click the Edit button ( © ) to edit the URL you entered.

All Posts

Permalink: http://your- Preview Changes
Add New
: ¥ Status: Published Edit
Categories Q7 Add Media visual Text . e
Tags If the URL you enter has the : & Visibility: Public Edit
Paragraph v B I  incorrect syntax, WordPress wil -~ =
2 e highlight the link with jotted [ ‘ isions: owsE
07 Media = A v B0 01_. I]é e with a red dotted Revisions: 39 Browse
= utline.

fif] Published on: Nov 30, 2013 @ 07:25

N Pages

Edit

To be the first to enter the cosmos,?to engage, single-handed, in an —
" 2 .

Unprece ,.<a govymission pages /msl & dream of anything more? Curious Move to Trash

that we spenu more ume congrawaung people who have succeeded than

¥ Comments

» Appearance

’ : encouraging people who have not.
& Plugins Format

[f you wish to display the pop-up window that previously displayed prior to

WordPress 4.5, click the Link options icon ( ﬁ ). This pop-up is also useful if you
wish to have your link open in a new tab/window when clicked as it gives you
access to the Open link in a new tab checkbox.
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Fill in the URL. The Link Text field will
e show the text you highlighted.
Insert/edit link Alternatively, you can enter new text

o if you want to change it.
Enter the destination URL =

URL | https://www.nasa.gov/mission_pages/msl|
Link Text enter the cosmos
Open link in a new tab
Or link to existing content If you'd like to insert a link to one of
your existing Pages or Posts, select
Search the relevant item from the list.

No search term specified. Showing recent items.

This is a Page Title

Spaceflight

LEGO Timelapse

Ellie Goulding - Halcyon Days

Contributors

Hello world!

Cancel

If you’re displaying the pop-up window, simply fill in URL and the Title and then
click the Add Link button.

« URL - URL of the page or website that you would like to create a link to

« Link Text — The text that you highlighted prior to clicking the Insert/edit link
button will be automatically displayed

« Open link in a new tab - When someone clicks the link you can have it open
in the same window (default setting) or have it open in a new browser
window/tab

Alternatively, if you’d like to add a link to one of your existing Posts or Pages,
select the relevant page from the supplied list. If you have a large number of pages
within your site, you can type the Page or Post name in the Search field to make it
easier to find. As you type, the list will re-populate based on matching results.
After selecting one of your existing pages, the link will be updated in the URL
field. Click the Add Link button to add your link.
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Inserting Links to Media Files

Adding a link to media files such as documents or PDF’s is just as easy as adding a
standard html link. There are a couple of ways you can go about it.

0 .
Click the Add Media button ( /1 Add Media ) and then simply drag your file from
wherever it is on your computer, into the browser window. Your file will be
automatically uploaded.

Alternatively, click the Select Files button and then select the file that you’d like to
upload, using the dialog window that is displayed.

Once your file is uploaded, your Media Library, which contains all your
previously uploaded files, is displayed. The file that you’ve just uploaded will be
automatically ‘selected’ for easy insertion into your Page or Post.

Add Media Add Media

Create Gallery Upload Files Media Library

Create Audio Playlist )
All media items j All dates ATTACHMENT DETAILS

Create Video Playlist

—_—
Featured Image %
] - o

main-shuttie-crew-operations-manual.pdf

Insert from URL | .
main-shuttle-crew- T N December 27, 2013
operations- 41 MB
manual.pdf — Delete Permanently

URL http:/fyour-wordpress-site.c

i — Title  Main Shuttle Crew Operatio
Update the Title of your media file,

This text will be used for the link. Caption

Description

ATTACHMENT DISPLAY SETTINGS

LinkTo'  Media File j

http:/fyour-wordpress-site.c
Select Media File from the
dropdown. The URL of the file will be
automatically populated in the field
below.

1 selected
Clear
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Update the Title for your file. The Title will be used for the text link when it’s
inserted into your content. From the Link To dropdown list, select Media File. The
field just below this will be automatically populated with the URL for the file.

Click the Insert into post button to insert a link to the selected file in your Post at
the current cursor position (when editing a Page, this button will say Insert into

page).

If you happen to know the URL for the media file that you’d like to link to or if
you’d like to create a link on some existing text, simply click and drag the cursor
and highlight the text that you want turned into a link and then click the Insert/

edit link button ( ). Just like previously, when adding a simple HTML link, enter
the URL to your media file and then click the Add Link button. A standard html
link will be created that links to the media file that you specified.

Editing an HTML Link

To edit an html link, click the link within your Page/Post that you’d like to edit to
display the inline link toolbar. Once the toolbar appears, click the Edit button

»
( ¥ ) to display the edit field. Alternatively, click the link within your Page/Post

Z)
and then click the Insert/edit link button ( C ) on the main Visual Editor toolbar.
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@) & Your WordPress Site + New View Post Howdy, Joe Blogg | !

@ Dashboard Edit Post  Add New
2 Pous Hello world! Publish R
AN Bosts Permalink: h ress-site.com/hello-world/ Edit Sra\ia Chartts
Add New
? Status: i Edi
Categories 09 Add Media viscsl |[EBA 1 Status: Published Edit
Tags e = SR o © Visibility; Public Edit
o Paragrph v B I E = & = = = |& L

; o = = LY vi 5: 41 Browse

0 Media e — A v Bl @ 0 = = (7} Revisions: 41 Browse

Published on: Nov 30, 2013 @ 07:25

[N Ppages

To be the first to enter the cosmeos, to engage, single-handed, in an =
¥ comments

gy} i Y4 i
UNPIeCe nasa qovimission_pages/msl ¢ §£2 !dream of anything more? Curious Move to Trash
Appearance that we spenuimure une congraigine people who have succeeded than
Plugins Format a
Users Spa Click the link that you wish to edit s of the Starship Enterprise. Its © # standerd
ool five d[].[i then click the Edit button on the |ds, to seek out new life and new _
. inline link toolbar to edit the link : ) Aside
civil properties ine befare. We believe in what
nperties. |mage
we're doing. Now it's time to .
Video
Quote
Link
Gallery

ElaETEEY

After you’ve updated the link url, hit your Enter key or click the Apply button
() to save your changes. If you wish to display the Insert/edit link pop-up

window click the Link options icon ( ﬁ ).

) @ Your WordPress Site 8 + New View Post Howdy, Joe Blogg [ *
@ Dashboard Edit Post add new

A Pposts Hello world! Publish i

All Posts

Permalink: h ess-site.com/hello-world/ Edit

Preview Changes
Add New

? . 2 _—
L - | Status: Published Edit
Categories 8 Add Media Veudl | [Tt Eat

Tags ® Visibility: Public Edit

Paragraph v B I = £ &% = = = || L =
9] Media wme — A v Bl QO O B Y (7 Revisions: 41 Browse
N Ppages il Published on: Nov 30, 2013 @ 07:25

To be the first to enter the cosmos, to engage, single-handed, in an ol
A 5 ;
4 http:/fwww.nasa.gov/mission_pages/msl/ind( o of anything more? Curious Move to Trash m

¥ Comments

2 Appearance trary a e ueupe wio have succeeded than
¢ Plugins Format =
# + ' ‘
as Users S UIJ\Li:\l t‘.\'UUr .|I!1k UR.L.-:HIU -\115_-“ click zes of the Starship Enterprise. Its o o s
fir R Sply RO o B Yot Sater orlds, to seek out new life and new
/& Tools key to save yaur changes. ' Aside
i ci gone before. We believe in what
Settings : o Image
we're doing. Now it's time to
o Video
Quote
Link
B Gallery
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Removing an HTML Link

To remove an html link, click the link within your Page/Post that you’d like to

remove to display the inline link toolbar. Once the toolbar appears, click the

)
Remove button ( “* ) to remove the link. Alternatively, click the link to position the

)
cursor somewhere within it and then click the Remove link button ( “* ) on the
main Visual Editor toolbar. If you want to remove a link from an image, simply

click the image once to select it and then click the Remove link button ( ('? ) on the
main Visual Editor toolbar. If the html link is linking to an uploaded file or image,
clicking the Remove link button won’t remove or delete that file, it will simply
remove the hyperlink.

) #& YourWordPressSite ® 0 < New View Post Howdy, Joe Blogg | *

@ Dashboard Edit Post Add New
# Pos Hello world! Publish
S Oey Permalink: http://your-wordpress-site.com/hello-world/ Edit Preview Changes
Add New
T tatus: i di
Categories 0 Add Media | Status: Published Edit
Tags E = = = 1 - [ e ® Visibility: Public Edit
L Paragraph + B I = = # = = = |(,;) = |__—-| s
q] Media e wms  w ﬁ o N T [7) ) Revisions: 41 Browse

N Pages fill Published on: Nov 30, 2013 @ 07:25
To be the first to enter the cosmos, to engage, single-handed, in an =

oy b i ¥ i
nasa.gov/mission_pages/ms| £ E,? + dream of anything more? Curious Move to Trash
that we spenu more time congrauam zgeople who have succeeded than

¥ Comments
unprece

¥ Appearance

* Plugins Format
Users Space,t  Clic I-\.thr lirnk 1I.*u|t. you wish to the Starship Enterprise. Its © A Standard
/& Tools five-yea remove and then click the Remove ‘0 seek out new life and new k
’ ~ .~ button on the inline link toolbar to ’ : | Aside
Settings civilizati | omove the link. iefore. We believe in what e
we're doing. Now it's time to )
On . Video
© Collapse menu
Quote
Link
TewTmEY -
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Editing Existing Content

To edit an existing page, simply click on the relevant Page/Post title, when viewing
your list of Pages or Posts. Alternatively, click on the Edit link that appears
beneath the title when hovering your cursor over each row.

[l Settings

Hello world oe Blogg antiquarianism, Blogro tagl, tag2, tag3 n dublished
© Collapse menu Edit Quick Edit  Trash ' View 2013/11/30
7 g t = Last
" - :
\ Modified
e - 2013/04/09
y "age o 05L, C a - 2 P
the Page/Post name or click the Edit Joe Blogg arkup content, css, — Published
’ vol e bkt =y formatting. htr 2013/01/11
n 1at appears wne overing atting, html, 2013/001Mm
yOour Cursor gver eacn row.
Markup: Image Alignment oe Blogg Markup alignment, captions — Published
2013/0110

The screen that appears will be exactly the same as the Add New Page/Add New
Post screen, only with the existing content displayed. When you've finished
editing your Page/Post, click the Update button.
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Deleting Content

If you wish to delete one of your Pages or Posts, click on the Trash link that
appears beneath the title when hovering your cursor over each row. This will
move the Page/Post to the Trash.

&) @ YourWordPressSite §1 0 4 New Howdy, Joe Blogg [ !

@ Dashboard Posts Add New

A Posts All (45) | Mine (42) | Published (42) | Sticky (1)

All Posts Bulk Actions 7| Apply All dates =

Add New Title

To view all the items in the Trash,
click the Trash link. It's from here
that you can then delete the Page
or Post permanently

& 4
Categoriss Scheduled — Scheduled Joe Blogg

Tags

97 Media Spaceflight oe Blogg
M Pages &

® Comments

2014/05/26
¥ Appearance !

. Todelete your Page or Post, first
LEGOTIN (jick on the Trash link to send it to

K Plugins

the trasn

e Users
Published

Ellie Goulaing - Haicyon vays o€ B10gg ategorized
# Tools 2014/06/20

To delete the Page/Post permanently or to restore the Page/Post, click the Trash
link at the top of the screen. When the cursor is hovering over each item in the
Trash, the Restore and Delete Permanently links appear. Click Delete Permanently
to permanently remove a single Page or Post. Clicking Restore will restore the Page
or Post.

Howdy, Joe Blogg | !

\E‘;} 4 Your WordPress Site 8 0

@ Dashboard Posts  Add New

A Posts A 4 Mine ( Published (41) | Sticky (1) | Scheduled (1) | Drafts (2) | Trash (2
i . i Y All dates '! All Categories j Filter Empty Trast 2items
Add New Author L)
Categories s — i
Tags < 9 Modified
en Click the Restore he permanently delete all items in 4 mins ago
07 Media ink to restore the Page or Post the Trash, click the Empty Trash g
Spaceflight Joe Blogg outton — Las
¥ Pages Restore Delete Permanently Modifie
® co ; 2014/08/07
mments
Title Author Categories Tags &l
¥ Appearance
Bulk Actions od Apply Empty Trash 2 items

K Plugins

If you would like to permanently delete or restore numerous items at once, click
the checkboxes next to the items you would like to delete or restore and then
choose either Restore or Delete Permanently from the Bulk Actions dropdown list
at the top of the page. After selecting the appropriate action click the Apply button
to make your change. Alternatively, click the Empty Trash button to delete all the

items in the Trash.
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Saving and Publishing Content

Once you’ve added all your content to your Page or Post you have the option of
Saving the Page as a Draft or Publishing the page. Clicking the Save Drajft button
will simply save your Page/Post. This is handy if you would like to come back at a
later date to add more content or if you’re simply not ready to publish yet.

W @& YourWordPressSite B 0 4 New View Post Howdy, Joe Blogg [ *

& Dashboard Edit Post  Add new
# Posts Spaceflight Publish
All Posts Permalink: http://your-wordpress-site.com/spaceflight/ Edit Save Draft Preview
Add New
Categories 07 Add Media el i Y Status: Draft Edit
= = = e = © Visibility: Public Edit
Tags Paragraph v B I = = 6 = = = £ = ‘E! /T
n.'.l Media me — A v B @ Q = E (7] Revisions: 6 Browse

il Publish on: Sep 7, 2014 @ 15:31 Edit

[® Pages
The sky is the limit only for those who aren’t afraid to fly!

P Comments Move to Trash

Space, the final frontier. These are the voyages of the Starship Enterprise. Its g

/¥ Appearance

five-year mission: to explore strange new worlds, to seek out new life and newjiil

K¢ Plugins P

= civilizations, to boldly go where no man has gone before. -
= Once all your content is added you
— have the option to save as a draft or
4 Tools publish.
Settings o = Video
a Collapse menu w"‘: Quote

=

" Link

Clicking the Publish button will save your Page/Post and publish it on your
website.

Clicking the Preview button will show you a preview of the current Page/Post.

There are also several options available when saving. By default the Status is set to
Draft but this can be changed by clicking the Edit link just to the right of Status:
within the Publish panel.

» Pending Review means the draft is waiting for review by an editor prior to
publication.

« Draft means the post has not been published and remains a draft for you.

You can also change the visibility of the Page by clicking the Edit link just to the
right of Visibility: within the Publish panel.
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» Public is the default and means the page is viewable to all. There is also an
option to make the Post ‘sticky’. Sticky posts are placed at the top of all blog
posts and stay there even after new posts are published.

« Password Protected allows you to assign a password to your page. Only
people who have the password will be able to access the page.

« Private hides the content from the public completely. Normal users and
visitors will not be aware of private content. You will only see the private
content when you are logged into your WordPress blog.

Just below the Title for your content is the full URL for your Page or Post. Clicking
this will take you to the published page, or if the page hasn’t been published yet, a
preview of the page. Clicking the Edit button next to the URL allows you to change
the Permalink (i.e. the URL) of the Page or Post. You might decide to do this for
improving SEO (Search Engine Optimisation). Most times though, you’ll simply
leave the default URL which WordPress automatically generates based on your
Page/Post Title.

By default, when you click the Publish button your Page/Post is published
immediately. To change this, click the Edit link just to the right of Publish
immediately within the Publish panel. You can then select the date and time that
you’d like to schedule your Page/Post to be published. You must also click the
Publish button when you have updated the date and time fields to publish at the
desired date and time.
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Categories

You can use categories to define sections of your site and group related posts. The
default category is Uncategorized but this can be easily changed in your Settings.

Pages cannot be associated with Categories. You can only associate Categories to

Posts.

There are two ways to add Categories. They can be added whilst adding or editing
your Post or they can be added via the Categories menu option. Adding Categories
whilst editing your Post, will automatically assign those Categories to your Post.
Adding Categories using the Categories menu option will simply add them to the
list of available Categories.

When you click on the Categories menu option you’ll be shown a list of Categories

that have already been added along with some blank fields that allow you to add a
new Category.
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Categories

Add a new Category by filling in the

Name, Slug, Parent (if any) &

Add New Category Description.

Name

The name is how it appears on your site.

Slug

The “slug” is the URL-friendly version of the name. It i

usually all lowercase and contains only letters,
numbers, and hyphens.

Parent Category

None j

Categories, unlike tags, can have a hierarchy. You mig
have a Jazz category, and under that have children
categories for Bebop and Big Band. Totally optional

Description

The description is not prominent by default; however,

some themes may show it.

Q) nddNew category

After filling in all the fields, click the
Add New Category button to add a
new Category.

ght

'J Apply
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aciform
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Edit | Quick Edit  Delete View
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Search Categories
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Slug Count
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antiquarianism

arrangement

asmodeus

blogroll

broder

buying

cat-a

cat-b

cat-c

championship

To add a new Category, fill in the blank fields and then click the Add New Category

button:

« Name - The name is how it appears on your site

« Slug — The Slug is the URL-friendly version of the name. It’s usually all
lowercase and contains only letters, numbers, and hyphens

« Parent - Categories, unlike tags, can have a hierarchy. You might have a Car
category, and under that have children categories for Ford, General Motors

and Toyota. Totally optional. To create a subcategory, just choose another
category from the Parent dropdown

» Description — The description is not prominent by default; however, some

themes may display it
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Once you add a new Category it will appear in the list of Categories on the right
side of the screen.

When hovering your cursor over each row in the list of Categories, a few links will
appear beneath the Category name.

« Edit — Allows you to edit the Category properties such as Name, Slug, Parent
and Description

« Quick Edit — Allows you to quickly edit the Category Name and Slug

» Delete — Deletes the Category permanently from the list of Categories. After
clicking Delete you will be prompted to confirm your choice. Click OK to
delete the Category or Cancel if you don’t want to delete it

« View — This will list all the Posts that are currently using this Category

If you would like to permanently delete numerous Categories at once, click the
checkboxes next to the Categories you would like to delete and then choose Delete
from the Bulk Actions dropdown list at the top of the page. After selecting Delete,
click the Apply button to immediately delete the selected Categories (you will not
be prompted to confirm your choice).

Deleting a Category does not delete the posts in that Category. Instead, posts that
were only assigned to the deleted Category are set to the default Category, which is
set to Uncategorized by default. The Default Post Category can be configured
within the Settings > Writing section.

Adding Categories within your Post

Adding Categories whilst editing your Post will automatically assign those
Categories to your Post.

When adding or editing your Post, the Categories panel can be found just below
the Format panel if your Theme supports Post Formats. Alternatively, it will reside
just below the Publish panel. To add an existing Category, simply tick the
checkbox(es) next to the Categories you’d like to assign to the Post.
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If you would like to create a new Category and assign it to the Post at the same
time, click the + Add New Category link. Two fields will then appear. Type the
name of the Category that youd like to add into the empty input field. If youd like
the new Category to have a Parent, select it from the Parent Category dropdown
list. Click the Add New Category button when done to create the Category and
automatically assign it to the Post.

Tags

Tags are ad-hoc keywords that identify important information in your post
(names, subjects, etc) that may or may not recur in other posts. Unlike Categories,
Tags have no hierarchy, meaning there’s no relationship from one Tag to another.
Pages cannot be assigned Tags and cannot be associated with Categories. You can
only associate Tags and Categories to Posts.

Like Categories, there are two ways to add Post Tags. They can be added whilst
adding or editing your Post or they can be added via the Tags menu option.
Adding Tags whilst editing your Post, will automatically assign those Tags to your
Post. Adding Tags using the Tags menu option will simply add them to the list of
available Tags.

When you click on the Tags menu option you'll be shown a list of Tags that have
already been added, along with some blank fields that allow you to add a new Tag.
A list of Popular Tags is also displayed in ‘cloud’ format. That is, the Tags are
displayed in alphabetical order and the more often a Tag has been used, the larger
the font it’s displayed in.
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To add a new Tag, fill in the blank fields and then click the Add New Tag button:

« Name - The name is how it appears on your site

o Slug — The Slug is the URL-friendly version of the name. It's usually all
lowercase and contains only letters, numbers, and hyphens

o Description - The description is not prominent by default; however, some
themes may display it. Once you add a new Tag it will appear in the list of Tags on
the right side of the screen. When hovering your cursor over each row in the list of
Tags, a few links will appear beneath the Tag name.

o Edit - Allows you to edit the Tag properties such as Name, Slug and

Description

e Quick Edit - Allows you to quickly edit the Tag Name and Slug

o Delete — Deletes the Tag permanently from the list of Tags. After clicking

Delete you will be prompted to confirm your choice. Click OK to delete the

Tag or Cancel if you don’t want to delete it

o View - This will list all the Posts that are currently using this Tag

If you would like to permanently delete numerous Tags at once, click the
checkboxes next to the Tags you would like to delete and then choose Delete from
the Bulk Actions dropdown list at the top of the page. After selecting Delete, click
the Apply button to immediately delete the selected Tags (you will not be
prompted to confirm your choice).

Adding Tags within your Post

Adding Tags whilst editing your Post, will automatically assign those Tags to your
Post.

When adding or editing your Post, the Tags panel can be found just below the
Categories panel. To add an existing Tag, click the Choose from the most used tags
link. This will display a list of previously used Tags (if available). They are

arranged alphabetically and in ‘cloud’ format. That is, the more often a Tag has
been used, the larger the font it’s displayed in. To add a previously used Tag,
simply click on the Tag name and it will be assigned to your Post. To add a new
Tag, simply write the Tag or Tags (separated with commas) into the edit field and
click the Add button. Tags that are assigned to the Post will be displayed below the
edit field. To remove a Tag from your Post, click the small X’ icon next to the Tag
name.
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Media Library

The Media Library is where you can find all the files that you’ve uploaded. There
are two different types of views you can select from when viewing your media

library. You can click the List View icon () to display your images in a list, or
you can click the Grid View icon () to view your images in a Grid layout.

The Grid View will display a grid of thumbnail images for each of your media
files. The Grid View employs infinite scrolling, rather than displaying your images

over multiple pages. To view more images, simply scroll to the bottom of the page
and more thumbnails are automatically loaded.

U @& Your WordPress Site I + New Howdy, Joe Blogg | !

€% Dashisosd Media Library = acdnew
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EE All media items j All dates j Bulk Select Search media items
O Media _
Ry @ Media Library

Add New

Use the icons to switch between the
[N pages List View and Grid View

¥ Comments

EL ]
» Appearance
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& Users ._‘
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Settings
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main-shuttie-
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Clicking on a thumbnail image wi W——
N T - show a popup window with all the
e W n details about that media file : e -~ .
1 N, B X
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d : t g Ad-Maxwell- I \
o [ WEUES b

The List View will display your images vertically down the page, over multiple
pages. By default, it will display 20 images per page but you can change this
number by clicking the Screen Options link at the top-right of the page and
changing the Number of items per page.
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Both views show the most recently uploaded files first. There are also dropdown
lists that allow you to filter the list of files that are currently being displayed, along
with a search field to help search for files.

Within the List View, the list of files contains a small thumbnail version of the
image or file, the file title and the file name along with the file extension which
shows the type of file (JPG, MP3, etc.), the name of the Author who uploaded the
file, the Page or Post which the image was uploaded to, the number of comments
and the date the file was uploaded.

When hovering your cursor over each row in the List View, a few links will
appear beneath the file name.

« Edit - Allows you to edit the file properties such as Title, Alt Text, Caption and
Description. You can also perform some basic image manipulation

» Delete Permanently — Deletes the file permanently from the Media Library

« View — Will take you to the display page for that file
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The items in this right-hand column on the Menus page will match the menu items
that appear on your website. Clicking on the down arrow next to each menu item
name will show an options panel for that particular menu item. In this options
panel, there are several items that can be updated. You can show or hide extra
fields such as Link Target, CSS Classes, Link Relationship (XFN) or Description
using the Screen Options tab at the very top-right of the screen.

« URL - Only displayed for Custom Links and will contain the URL to navigate
to when that menu item is clicked

« Navigation Label - This is the label that will display within the actual menu
on your website

« Title Attribute - This is the tooltip that appears when the mouse cursor
hovers over the menu item

* Open link in a new window/tab — (Hidden by default) You can set the menu
item to open in the same window or tab (which is the default) or in a new
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window or tab. This option is made visible by ticking the Link Target option
on the Screen Options panel

« CSS Classes — (Hidden by default) Optional CSS Classes to add to this menu
item. This option is made visible by ticking the CSS Classes option on the
Screen Options panel

« Link Relationship (XFN) - (Hidden by default) Allows for the generation of
XFN attributes so you can show how you are related to the authors/owners of
site to which you are linking. This option is made visible by ticking the Link
Relationship (XFN) option on the Screen Options panel

» Description — (Hidden by default) The description for the link. This may or
may not appear, depending on the theme This option is made visible by
ticking the Description option on the Screen Options panel

Each menu item can be moved to a new location in the menu hierarchy by using
either the links underneath the Title Attribute input field or by clicking on the title
area of the menu item and dragging ‘n dropping the menu to new location. If you
choose to drag ‘n drop your menu items, the cursor will turn into a four-pointed
arrow when you’re hovering over the correct area.

After making updates to your menu items, click the Save Menu button at the top or
bottom of the screen.

Adding a New Menu Item

By default, only the Pages, Custom Links and Categories panels are shown. If you’d
like to add Posts, Tags or Post Formats as menu items, you simply use the Screen
Options tab at the top-right of the screen to enable these panels as well.

To add a new Page as a menu item, tick the checkboxes in the Pages panel, next to
each of the Pages that you’d like to add. You can select one Page at a time or
multiple. After selecting your Pages, click the Add to Menu button. The new menu
items will append to the bottom of the current list of menu items. The menu item
name will default to the Page name. To change this, simply click on the down
arrow next to the menu item name to view the options panel and then update the
Navigation Label to your preferred name. After making your updates, click the

Page: 69



Save Menu hutton at the top or bottom of the screen. The steps to add a Post, Post
Format, Category or Tag as a menu item are exactly the same as adding a Page.
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© Collapse menu T
Custom Links

Move Up one Down one Out from under About The Tests

To change the order that the menu options appear in, simply place your cursor
over the title area of the menu item you’d like to move. When the cursor changes
to a four-pointed arrow, click and drag the menu item to its new location.
Depending on how your menu is configured within your theme, it’s even possible
to create the multi-level hierarchy required for dropdown menus. After moving
your menu items around, don’t forget to click the Save Menu button at the top or
bottom of the screen to save your changes.

Adding a Custom Link Menu Item

Use the Custom Links panel to add a custom link to your menu, such as a link to an
external website. Simply type in the website URL in the URL field and the menu
name in the Link Text field. Click the Add to Menu button when done. Use the
same steps outlined previously to adjust the order of the menu item and click the
Save Menu button at the top or bottom of the screen to save your changes.
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Deleting a Menu Item
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Select orcreate a new menu

Menu Name  Short

Menu Structure o Save Menu

Drag each item into the order you prefer. Click the arrow on the
configuration options. After making updates to your menu
items, click the Save Menu button to

save your changes

Home Custom Link
WordPress Custom Link 4
URL

http://wordpress.org

Navigation Label
WordPress

Title Attribute

Move Up cne Down one Under Home To the top

Remove | Cancel

About The Tests Page ¥

To delete a menu item click on the down arrow next to the menu item name to
view the options panel for that item and then click the Remove link. After making
your updates, click the Save Menu button at the top or bottom of the screen.
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Managing Menu Locations

After you create a menu, you also need to tell WordPress where to use it. This is
where the Manage Locations tab on the Menus page comes in.

After clicking the Manage Locations tab on the Menus page, you will be shown a
page similar to below, with a list of the various menu locations used in your
Theme. You may have one menu location or you may have multiple, depending on
the Theme currently in use. Your menu location won’t necessarily be called
‘Primary Menu’ either, as shown below. Again, that will depend entirely on your
Theme.

Assign an existing menu that you’ve created to the appropriate location by
selecting it from the dropdown list. Click the Save Changes button to save your
changes.

Alternatively, you can choose to create a new menu and automatically assign it to
the location by clicking the Use new menu link.
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Users

This screen lists all the existing users for your site. Users with roles other than
Administrator will see fewer options when they are logged in. Depending on your
Role, you can also add new users as well as manage their Roles.

At the top of the screen there are links that allow you to filter the list of Users
based on the User Roles. The number in brackets will advise how many there are
for that particular type.

WordPress 5.2.4 is available! Plvase uodile now.

Users  addnew

| 7 ° Add N >, We also recommand using Contaet Face by WEESrms. IS the best drag & drop form builder, has over 1 million active installs, and cver 2000+ 5 staf ratings.
n ew

Al (76) | Adeinistrator (11) | Author (2) | Editor [4) | Hoalth (editer) (1) | Profie (70) Skctive
Bulk Actions ¥ Apply Change robe to.. ¥ = Change Grant Roles 76 lems €01 ofd 2
Usdtnarri Efmail Rihe Pasts
andreabunt ° Users andres burtBumaniton e Prafite o
andreadaters Allows you to filter the list of users Andcea.Datorsgumanitoba.ca Frofie o
Edit Remawe | View | Capabilities based on the Roles.
Ashiey. Darvidson@umaritoba.ca Profile []
ashitry.taltonBumantehs.co Prafila L]
Howvering the cursor over each row
- - i i nkneaT i, co Profily L]
will show you various options you
can perform
Ben.Li@umanitoba.ca Prafile 4]
Batty Letnar Betty Latner Bumanitobd ¢a Profite, Health foditar) [']
brianmark Erian Mark Brian Mark@umanitoba.ca Profite L]
brucefard Bruce Ford Bruce Ford@umaniioba.ca Profily L]
canménghu Can Ming Hu hugphysics. umanitoba.ca Profilg L]
christingadams Chiistirg Adams chrigting. sdams Bumanitoba.ca Profile, Editor L]
elizabothbarros Elizabeth Barres EEzabath BanosSes.umpnicha.co Profily L]

When hovering your cursor over each row in the list of Users, links will appear
beneath the user name.

o Edit - Allows you to edit the user profile

e Delete — Allows the User to be deleted. This link won't be available for your

own profile

A User can have defined roles as set by the site admin such as: Administrator, Author,
Contributor, Editor, or Profile.

e Super Admin - (Only relevant when running multiple sites from one

WordPress installation). Someone with access to the blog network

administration features controlling the entire network
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Adding a New User

To add a new user, click on the Add New link in the left-hand navigation menu or
the Add New button at the top of the page.

Add Mew User

Thanks far uting Coming Soon Pago & Maintenancs Mode by SoedPrad. W alto recemmend uging Canfact Form by WRFormg, IU'e tho best drag & drop ?

Inktall WPFarms Mow | Dismigs this notica

Add Existing User

O 0 eisting on this motwork fo Bmvite tham o this sibe. That person will De sont an emadl askeng tham o ool the in

Email or Username

iF

Rl Subscribes

A the Ysar without sending an emasl thal requires their confirmation,

@ Email confirmation
Select this/option so

m that no email is sent.

Skip Confirmation Email

Emall freguired)
Role Subscribar H
Skip Confirmation Emall Add thi uder without sending an emad that reguires their conlirmation,

Other Rolos Salect additional roles for

@ Additional Roles
Use this if a user has
@ Add New User multiple roles.
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Once the above page is displayed, simply fill in the various fields and click the Add

New User button.

o Username — (mandatory) Enter the username of the new user here. This will
also be used as the Login name for the user. Once saved, the Username can’t

be changed

Role - Select Role:

“Profile” = Faculty, Students or Staff that you want profile pages created for on
website or want to appear in a directory listing. Administrator, Editor, Contributor =
can edit other sections/pages, posts on website.

Skip Confirmation Email
**Very important check this box when initially setting up new Users.

Other Roles

If someone is an administrator, editor, contributor, and also Profile. Ensure their first
Role is the “Administrator, Editor, Contributor..etc.” and that the secondary /addi-
tional role is Profile. Otherwise the functions of one role may not work, ie they may
not have the Profile option.

 E-mail - (mandatory) Enter a valid email address of the new user here. The
email address must be unique for each user. If a published Post or Page is
authored by this user and approved comments are made to that post or page,
a notification email is sent to this email address

« First Name - Enter the first name of the new user here

o Last Name - Enter the last name of the new user in this text box

Example of Users with Additional Roles

testpostdoc TostPosidoc




Deleting a User

To delete a user, click on the Delete link that appears beneath the user name when
hovering your cursor over each row. The Delete link wont appear for the user that
is currently logged in.
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Faculty Profile Updates

Faculty, Instructors, Post-docs, Grad Students can update their own profiles.
***Once they have been set up as users. ***

Follow the Login steps listed on page 1, except click “Lost Password”.

The system will email you a request to change your password. Change your pass-
word and update your information as follows.

Once logged in you will see the User profile tabs. Edit/add information. Click the
“Update Profile” button at bottom of page when done.

s My Sites @& Department of Biological Sciences <* 15 + New 4 Security Breeze

WordPress 5.2.3 is available! Please update now, Please complete your Redirecticn setup to activate the plugin.

Profile

Please configure your Google Analytics settings!

General Contact  Bio  Curriculum Vitae Select Publications Links

User Profile Image

o User Profile Tabs

Click on the different tabs to
Display Email edit/add information.

Position Title Communications & Promotions

Research Themes

Education

Office Room Number 233 Machray Hall
Office Phone Number 204-474-8790
Fax Number

Home Institution

Supervisor (optional)

Research Area (optional)

Redirect

When a profile slider tile is
clicked it will redirect to this
URL instead of the profile
page.

Update Profile

Click "Update Profile" when
done.
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Adding a Directory

Directories can be a list view or a photo profile view.
Creating a Directory requires first creating Users with the Role assigned as “Profile”

Then creating a page selecting and selecting the pre-formated section content
“Directory” and then manually adding users. Drag-and-Drop Users in.

LIST VIEW

Administration

NAME TITLE RESEARCH

Robert Stamps Professor (Department Head of Physics & Condensed Matter Theory
Astronomy)

Gerald Gwinner Professor (Associate Head Graduate Studies) Subatomic, Fundamental Symmetries in Atoms

Khodr Shamseddine Professor (Associate Head Undergraduate) Non-Archimedean Analysis and Mathematical

Physics
Stephen Pistorius Professor (Associate Head Medical Physics) Medical Physics
Department Office Staff

NAME TITLE EMAIL

Robyn Beaulieu Administrative Assistant Robyn.Beaulieu@umanitoba.ca

Susan Beshta Office Assistant - Graduate School Inquiries Susan.Beshta@umanitoba.ca

Aymsley Bishop Mahon Office Assistant - Undergraduate School Aymsley.Bishop-Mahon@umanitoba.ca
Inquiries

" DEFAULT DIRECTORY - NON LIST VIEW

FACULTY AND STAFF

Department Heads

Prafessor, Department Assoclate Professor,
Head Associate Head

Dr. Viktor Nemykin Dr. Sean Mckenna
Packer 368 Parker 380

PHONE: 204-272-1562

srine in Abamar

Professor, Associate Head
Dr. Gearg Schreckenbach

Parker 596

PHONE: 204-474-6261

Research Faculty
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Once Users are created as Profiles

you can select them and then man-
ually put them in the order you
wish.

LIST VIEW OPTION

Active

Profiles

(Sean

(Georg

List View

Flelds to Displ

= Title | =Room | =Phone

2 Directory

Title

Research Faculty

Active

-

Profiles

Margin

None (= Small Medium

Gough) | =

= myrleballard (Myrle Ballard)
(Mazdak

= mariobleringer (Mario Bleringer) =

disa (Ned

Budisa) =

Davis) | =

(Scott Kroeker) | =

Kuss) | =

{John = (Gregg Tormy)

(Hélkne izer (Frank

« jennifervanwigngaarden (Jennifer Van Wijngaarden)

Fields to Display

= Tithe | «Room | = Phone = «Email

3 Directory

Instructors

Active

Profiles

(Georg

Margin

None (=) Small Medium

List View

= caribartels (Carl Bprtels) | = lAngela

{Herace Luong) = ellertnichols (Ellert Nichols) = jamesxidos {James Xidos)

Put different Directory headings/titles here.

cl t (David Herbert)
(Sabine Kuss) = seanmckenna (Sean McKenna) = viktornemykin (Viktor Nemykin) | = josonedl [Joe O'Neil)
i « jorgstetafeid (Jérg Stetefeld)

= olesyatedoryak (Olesya Fedoryak)
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Ninja Forms

Build contact forms, registration forms, or survey’s using Ninja Forms. Ninja Forms
offers conditional logic and file uploads.

For complete video tutorials go to: https://ninjaforms.com/documentation/

PE NINJAFORMS
ty of your submission emails!

Hosts are bad at sending emails. Improve the reliabilit
Try our new Ninja Mail

| service!

Forms Services Apps & Integrations Memberships

o i
Ninja Forms
TITLE SHORTCODE DATE CREATED
[ninja_form id=1] 02/2618 3:20 PM o ]

Ininja_form id=2]  08/23/13 2:53PM g3

Click Add New and then select from a variety of templates or build your own from
scratch. You can edit templates too!
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https://ninjaforms.com/documentation/

Forms Services

Apps & Integrations

CANCEL

Blank Form

The blank form allows you to create any type of
form using our drag & drop builder.

Contact Us

Allow your users to contact you with this simple
contact form. You can add and remove fields as
needed.

Delete Data Request

Includes action to add users to WordPress'
personal data delete tool, allowing admins to
comply with the GDPR and other privacy
regulations from the site's front end.

Event Registration

Allow user to register for your next event this
easy to complete form. You can add and remove
fields as needed.

File Upload

Allow users to upload files using a form. You can
add and remove fields as needed.

Job Application

Allow users to apply for a job. You can add and

wmmnmiim fialdda mn manddad

Memberships

Search Templates

Collect feedback

Collect feedback for an event, blog post, or
anything else. You can add and remove fields as
needed.

Create a Post

Allow users to create posts from the front-end
using a form, including custom post meta!

Edit User Profile

Allow WordPress users to edit their profiles from
the front-end, including custom user meta!

Export Data Request

Includes action to add users to WordPress'
personal data export tool, allowing admins to
comply with the GDPR and other privacy
regulations from the site's front end.

General Enquiry

Collect user enquiries with this simple, generic
form. You can add and remove fields as needed.

MailChimp Signup

Add a user to a list in MailChimp. You can add

B P = |
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Modify your form

Select a variety of pre-built form fields from right side screen. They will
appear on the left. Drag and drop form fields into the order you want
them to appear.

Foer
n Fields Emails & Actions Advanced
SAVED FIELDS
= + I R~ R
» a ' a
o + [ - I
O
- _
9 Any additional feedback? @ _ _
+ How many ends will q7 0
COMMON FIELDS
~ o o OETETONN T
| Sub & _ _
@ Any food requirements? * o USER INFORMATION FIELDS
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Add your form to a page

Once you have your form ready to go, you have 2 simple options for adding your
new WordPress contact form to any page you choose, anywhere you choose.

Option 1: Shortcode. Close the builder (Publish/Save if you've made modifications) and in the dashboard
navigate to Forms>All Forms. Here you'll see each form you have made in one column, and also a shortcode
column. You can copy and past that shortcode onto any page to display your form on that page. The form
will appear right where your shortcode is pasted.

# localhost B + New

¥ Dashboard Forms | Add New Form

" Posts Bulk Actions *| Apply 8 items

1 Media Form Title Shortcode Date Created
Pages Contact Form [ninja_form id=1) 2016-04-18

e—
s
Comments. 14:02:48
= Forms Quote Request Form [ninja_form id=2] 2016-04-18

14:54:48
All Forms

Option 2: Append a Ninja Form box. Navigate in your dashboard to Pages>[page you want to add a form
to]. Open that page and on the right hand sidebar of the page builder you'll see a box labeled “Append a

Ninja Forms". Select the name of the form you want in that dropdown, and the form will be added to the
botftom of that page!

# localhost B 4+ New View Page

Howdy, quay il

¢ Dashboard Edit Page Add New
" Posts Page updated. View page
1 Media
Pages Sample Page Publish .
All Pages Permalink: http://localhost/three/wordpress/sample-page/ | Edit Preview Changes
Add New -
) Add Media =[] Add Form Vi | 7 Status; Published Edit
¥ Comments ® Visibility: Public Edit
iz B I w & “« - === 8RB -
§ Forma Pamgash U S A @ O QR E P 1) Revisions: 3 Browse
»* Appearance .‘T' Published on: Mar 3, 2018 @ 17:24
Phugins This is an example page. It's different from a blog post because it will stay in one place and will show up s
in your site navigation (in most themes). Most people start with an About page that introduces them to Move to Trash m
sers potential site visitors. It might say something like this:
# Tools
n . . .. : T i i Page Attributes
il Settings Hi there! I'm a bike messenger by day, aspiring actor by night, and this is my website. I live
D Collapse in Los Angeles, have a great dog named Jack, and I like pifia coladas. (And gettin' caught in Order
the rain.) a
..o something [fke this: Need help? Use the Help tab sbove the
screen title.

The XYZ Doohickey Company was founded in 1971, and has been providing quality
doohickeys to the public ever since. Located in Gotham City, XYZ employs over 2,000 people
and does all kinds of awesome things for the Gotham community. Contact Form -

Append a Ninja Forms.

As a new WordPress user, you should go to your dashboard to delete this page and create new pages for

Featured Image -
your content. Have fun!

Set featured image
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View Submissions
Hover over Ninja Forms to select Submissions, you will then see all the
registrations.

Submissions

Completod

Bulk Actions. % | Apply

[B Ninja Forms

dow 8
ubmissions

Bulk Actions: 2 Apphy

Download All Submissions

Export or download submissions to .csv file

Thanks for using Coming Socn Page & Maintenance Made by SeedProd. We also recommend using Conta

Integrated Science Works!$

First Name

Chad

Silvia

Gertraud

Neal

Michael

Derek

Rabert

Khodr

First Name

Last Name

Harvey

Cardona

Burger

Madras

Zapp

Kropsk

Cockeroft

Addisan

Last Name

Filtar

Emadl

harvech@memaste:

silvia.cardons@umanitoba.co

gertraud. burger Pumentreal.ca

at.yorku.ca

zapp@es umanitoba.ca

Derek Krepski@umanitoba.ca

robert cockero

chris.addison@ubc.ca

khodr.shamseddine@umanitoba.ca

Email

s thae best drag & drop form bullder, has over 1 milllon active installs, and aver 2000+

Any food requiremants?

Nane

Gluten Free

Vaogan

Nang

Vegetarian

Hone

None

Any food requirements?

5 star ratings.

Sean

Date

Nevemi

October 31, 2018 5:23 pm

October

October

Octobor 3

15 pm

October 30,

r 30, 2018 7:51 pm

Octaber 30, 2018 7:48 pm

October 30, 2018 7:47 pm

October 18, 2018 91

Date
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It will take a few moments to process and you will see this screen.

WordPress 5.2.4 is available! Please update now.

Ninja Forms - Processing

Thanks for using Coming Soon Page & Maintenance Mode by SeedProd. We also recommend usir

Install WPForms Now | Dismiss this notice

The process has started, please be patient. This could take several minutes. You will be automatically n

Complete!

Completed | Trashed

Bulk Actions % | Apply Integrated Science Worksls  Filter Form

3 Once Downloaded the .csv

z will appear at the bottom of

; m the screen, you can save it as
LT an excel file.

Download All Submissions

B integrated-scie...csv ~ 8. integrated-scie...
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