WordPress Primer for Authors ‘\ V)

Instructions

You are poised to begin learning about the Author Role assigned to you in WordPress. There are
some necessary steps to take before beginning.

1.

Make sure that you have a USERNAME and PASSWORD assigned to you by the system. If
you do not then contact the Webmaster using the CONTACT US button across the top of the
HOME page of the website.
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Use the hyperlink under the ADMINSTRATION area to reach the LOGIN page.

Administration

<

Comments RSS5

WordPress.org

Enter your USERNAME and PASSWORD (sent to you via your email address) in the space
provided on the LOGIN page. You can have your browser remember your login information if
you check the REMEMBER ME checkbox in the lower left.

(NOTE: If you are using a computer in a public place then skip this checkbox.) Now click the
button marked LOG IN in the lower right corner. This will take you to the main screen, called
the DASHBOARD, from which you will do all your work.

@WORDPRESS

Username

sample-author

Password

Remember Me m
Lost your password?
+ Back to Beezodog's Place
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4. The two right-hand columns of the DASHBOARD contain information that will change de-
pending on the buttons you select in the leftmost column.

What you want to do next is select POSTS from that column. When you do your menu area
will open up to expose two additional choices. See example below:

i Dashboard @ Beezodog's Place Howdy, sample-author

sF Posts q Hello, Doly ~ Screen Options Help
: 72% Dashboard

All Posts

Add New Your backup folder MIGHT be visible to the public

Media To correct this issue, move the .h file from wp- plugins/wp-db ger to /home1/beezodog/public_htmliwp-contentbackup-db

CJ Comments

28, profile Right Now QuickPress
‘ﬂ, Tools Content Discussion Title
%) Contact 1,083 Posts 64 Comments Upload/insert (=] B /3 13
64 Approved
7 Pages PRI Gontent
108 Categories 0 Pending
561 Tags O Spam P
Theme WP-MediaMag 1.0 Basic with 24 Widgets Tags
You are using WordPress 3.2.1. Save Draft Resat @
Akismet has protected your site from 2,494 spam comments already.
There's nothing in your spam queue at the moment.
The Latest news from Yoast

5. Find the ADD NEW button on your screen and click it to enter the ADD POST mode:

s Posts
All Posts

L;J Comments

&, Profile

T} Tools

i;} Contact
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6. The righthand area of your screen should now resemble the one below (we are showing only
the edit area for now). You should toggle the KITCHEN SINK button to bring up all the various
options available in the VISUAL EDITOR mode.

@ Beezodog's Place

) 5> Add New Post

Whi

Your backup folder MIGHT be visible to the public

To correct this issue, move the .htaccess file from wp-content/plugins/wp-dbmanager to /home1/beezodog/publ

Upload/lnsert [= B0 A Visual | HTML
-
B I m £« == = = v @

Path:
Word count: 0
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7. This is what the complete set of VISUAL EDITOR options looks like. Enter a title in the indi-
cated location. Then move your mouse to the location in the edit area and begin to enter any
text that is going to be part of the body of your POST:

(@ Beezodog's Place

) <» Add New Post

Whi

Your backup folder MIGHT be visible to the public

To correct this issue, move the .htaccess file from wp-content/plugins/wp-dbmanager to /home1/beezodog/publl

Uploadfinsert [=] B0 [ & Visual | HTML
B I = = El« === SIERE =

Paragraph ~ U = A ~ e Q = (7]

Path: p

Word count: Q
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8. If you are going to include a video from YouTube™ you will need to grab the URL of the video.
Then in order to past it into your POST make certain that you are in HTML mode first:

@ Beezodog's Place

) <> Add New Post

Wh

Your backup folder MIGHT be visible to the public

To correct this issue, move the .htaccess file from wp-content/plugins/wp-dbmanager to /home1/beezodog/pub

My Favorite Video From YouTube

Permalink: http2www.beezodogsplace.com/201 11 0/03/my-favorite-video-from-youtube/| Edit

Upload/insert [=] B F = @

b | 7/ |link| b-quote el ins |img | ul | ol | li | code| more | lookup | close tags | fullscreen |

<p id="pow-description">This video was uploaded from an Android phone.</p>
&nbsp;

o
Word count: 13 Draft saved at 2:41:25 pm.

9. To ensure that the WordPress PLUGIN designed to help you EMBED your video understands
that you want it to work, you need to change your video URL from:

http://www.youtube.com/watch?v=maPPdfJdZAo&feature=feedu
to its active mode by including either a single “v” or a “vh” after the “http” like this:

httpvh://www.youtube.com/watch?v=maPPdfJdZAo&feature=feedu



WordPress Authors Primer for Beezodog’s Place Web log

10. Now you will want to categorize your entry. Use the CATEGORIES area to do this. Scroll down

to find FAMILY and click the checkbox next to it.

Just to be safe after you enter your text and the URL of your video, click the SAVE DRAFT
button. This will save a DRAFT COPY of your work in the event that you should have to step

away from the computer or lose power.

Publish

R — .
" Save Draft Preview

Status: Draft Edit
Visibility: Public Edit
[Z] Publish immediately Edit

AllCategories Most Used

Animals

Art

Books

Cycling Advocacy
Active Transportation Alliance
Adventure Cycling Association
Amsterdamize
Bike Portland
Bike Snob
Chicago ChainLink

11. When you are finally ready to make your POST available for everyone to read, click the PUB-
LISH button. You can also add a TAG to your POST and an image to appear next to it when it
shows up on the HOME page. Click the SET FEATURE IMAGE hyperlink to make this happen.
You will have to have a JPEG ready on your hard drive to assign for this purpose.

Add

Separate tags with commas

Choose from the most used tags

/Fﬁﬁlred Image

Set featured image
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12. This is what the ADD MEDIA pop-up looks like. Click the SELECT FILES button to pick your
graphic:

Set featured image

From Computer From URL Media Library MNextGEMN Gallery

Add media files from your computer

Choose files to ugfbad

Maximum upload file size: 10M
You are using the Flash uploader. Problems? Try the Browser uploader instead.

After a file has been uploaded, you can add titles and descriptions.

13. You can simply LOG OUT to return to the website to see how your POST will look to your
viewers. If you have questions please do not hesitate to contact the Webmaster via the CON-

TACT US button along the top of the HOME page.
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