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AIM OF THE TRAINING

To provide a broad overview of Wordpress and http://gmwrag.wordpress.com to enable editors to contribute regularly to the site.. 

OBJECTIVES OF THE TRAINING

By the end of the course participants will be able to

· Understand the structure of the site and its component parts including widgets, categories, tags and others. .

· Create a page or a post. 

· Add links to external sites to the site.

· Add documents and images to the Media Library.
· Add images to posts or pages.

· Add links to documents in posts or pages.

CONTENTS
1 - The structure of the http://gmwrag.wordpress.com site.

2 - The structure of pages within the site.

3 - The structure of posts within the front page. 

4 - Elements common to all pages.

5 - Understanding the Wordpress Dashboard.

6 – Creating a post or page. 
7- Adding links.

8 – Adding media.
9 – Linking to media. 

1 - The structure of the http://gmwrag.wordpress.com site.
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The site currently consists of 18 pages. The only restriction on the number of pages is the available space on the site. We have currently used 13.7MB of 3GB of available space. This means we have used 0.4% of the space available for our site!
The main page was created when the blog was created. It can only be removed by deleting the blog. The main page is where all new posts first appear. The main page does not have to be the Home page. Any page can be set as the Home page but the original main page is the only one on which new posts will appear. 
The remaining pages were all created subsequently. There are seven pages which are children of the parent (main page) and a further ten pages which are children of three of the child pages. 
2 - The structure of pages within the site.

· Title

· Content
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EXERCISE 1: Identify and circle each of the ten elements listed below on the top half of this web page.

· Links to the seven child pages disguised as Tabs.
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Link back to the main page.[image: image36.png]Upload New Media < GM.W.R.A.G. — WordPress - Mozilla Firefox

File Edt View History Bookmarks Tools Help

1l https: /fgrmwrag, wordpress.com/wp-adrmin/media-new. php

& Dashboard 185 Upload New Media e

Dashboard
Blog Stats

Blog Surfer Browse. | ( Upload

My Comments v, are using the Browser uploader. Try the Flash uploader instead.
Readomattic

allowed file types: jpg, jpeg, png, if, pdf, doc, ppt, odt, pptx, docx

14.0 MB used, 3.0 GB (99.5%) upload space remaining. You can upload mp3, mda, wav, ogg audio files and increase your
Tag Surfer available space with a Space Upgrade. You can upload videos and embed thern directly on your blog with a Video Upgrade

My Blogs
Subserptions
Lockin: [ 5 Wordpress = 02> @y

=
[ ~$rdpress training - 19 March 2010.doc
~ARLODDZ.tmp

Upgrades

# Posts | sk HR - Call logged - 354796 - 25 January 2010.htm
| sk FR reguest 354796 Referred - 25 January 2010.htm
W] Conf of J5A letter LATEST - 8 October 2009.dac
Library Deskiop .
e gmwrag. jpg
addiiicw) [ ) Biztpnort rce.pg
nawra logo.pg
& Links WL 470 alan Markey re GMWRAG address on NAWRA from me - 16 October 20¢ —
O r I5) To Alan RE GMWWRAG from me - 21 October 2009.xt
i 1To all GMWRAG mermbers re new site from me - 8 October 2008.rtf

) To all e GMWRAG web site - agenda iterm for this Friday from me - 29 Sep

&I Comments 14170 attendees re Wordpress raining for GMIWRAG authors from me - 12 Mz

9 Ratings
D Polls Fie name: 6M mage oo = Tpen
Fiesolype:  [allFies - Cancel
= 2
Appearance
Themes
ot -
15 UK: Thursday, 3i14pm [ US Pacific: Thursday, 8i14am (G [ Done B =Y IO P E B E SN EIC)

#start| ¥ wordpress train... |[@ Upload New ... 2@ @ 1514




· Page title.

· Page text.

· Ratings.

· Image widget.

· Text widget.

· Subscription widget.

· RSS feeds.
· Search widget.
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EXERCISE 2: Identify and circle each of the five elements listed below from the middle of this web page. 
· Link to a Word document.
· Link to a page and a sub-page.

· Links to other web sites.

· Link to comment on a post/page. 
· Link category. 
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Blog sidebar. 
3 – The structure of posts within the front page. 

· Title – you set the title. There are no restrictions on this beyond the length that people might wish to read. 
· Content – you type the contents of a post. This can include bullet points, links to other sites or email address, and, images.
· Author – this is a link to your profile. Click it and see what happens. 
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TIP: You do not need to enter it for each post. Wordpress does it for you. The ‘Administrator’ is the only role that can change the author of a post. 
· Date – this is the date a post was published. You can alter this. 
· Categories – these are just a way of classifying posts so they are easy to search for within the site. Our site currently has 11 categories. These are common sense things like “Meetings” or “Training”. NB: The Dashboard can often show more categories because authors may author more than one site. 
· Tags – these are words or phrases, entirely of your choice, that you can add when writing a post to enable a search engine to categorise your post and to boost the position of a post in search results. 
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TIP: Neither ‘Categories’ nor ‘Tags’ are compulsory. They just make it easier for people to find your post. 
· Ratings – this is a simple way for a reader to rate the usefulness of a post using a star system. The overall rating for a post (or a page) is an average of all the ratings added. You do not set ratings when you write a post. They are currently set up to appear at the top of every new post by default when you have published the post. 
[image: image46.png]This is a test post for a training session.

Permaliks it [marag wrceess.com/ 201010313 1581

Et Gt Shotir

Upeadfinssnt G 5 8 ©
AERICOCIBEEIEEE]

Paaan 8 M| A" 82 8] £ @9 |8

i gt b ks Haghto Gt ks v, T

1t e o th Bt e h





· Comments – these enable a conversation about the topic of a post. Generally they should be disabled to avoid spam. However, there are occasions when enabling them will be useful. The site has been set so that comments must first be moderated by an Administrator before being added. This enables us to check for spam comments and moderate for bad language or potentially offensive comment. If a comment is to be changed or refused it is good practice to email the person making the comment to explain why. You enable or disable comments when you write a post. By default they are not enabled. 
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4 - Elements common to all pages.

· Widgets - Widget is a fancy word for tools or content you can add, arrange or remove from the sidebars of your blog. The administrator accesses Widgets from the Appearance menu in their Dashboard. Editors do not have this menu. Some blog themes have some Widgets as standard and others require them to be added. 
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The following have been added to our site. 

· Image – This allows a single image to be added to either the side or bottom bar of the site. This is where the brown GMWRAG image has been added. 
· Text – This allows a small amount of text to be added to either the side or bottom bar or the site. This is where we have added “Mopping up unclaimed benefits!”. 
· Blog Subscriptions – This enables people viewing the site to give us their email address. Every time there is a new post on the site an automated email is sent out with the full contain of the main post up to the “More” tag if used. 
· Meta – This is the big picture stuff. On our site is has been renamed “Authors – add stuff to our site”. It’s where you log in to add a page, post or link. 
· Pages – This has been renamed “Our pages” on our site and consists of links to all of the pages and sub-pages on the site for one click access. There is an option to stop a specific page from appearing here. 
· Links – These are links to other sites of use to GMWRAG members. Note that you will not see a section on the sidebar called “Links”. Instead you see a number of links broken up into categories like “Advice In Greater Manchester”, “Campaigning Organisations”, “Government” and so on. 
· Archives – This has been renamed “What we did and said in the past”. It enables you to view past posts month by month. Clicking on a month produces a page with all the posts from that month on it. 
· Blog Stats – This has been renamed “How many of you have been peeping at us?” and it shows a bare figure of how many individuals have viewed the site since it started. These are for show and no more really. Considerably more detailed stats. are available within the Dashboard.

· Links – ‘Link’ is short for ‘hyperlink’ which is a fancy way of saying that when you click on a specific word, phrase or image, it takes you to somewhere else. The somewhere else can be anywhere e.g. it could be somewhere within the GMWRAG blog or it could be another site completely; an image; document; video or music file. 
The majority of links elsewhere on the GMWRAG site are placed to the right of each page. They are split by allocating each to a category that we have created e.g. ‘Advice In Greater Manchester’. 
5 - Understanding the Wordpress Dashboard.

What you see in your ‘Dashboard’ will depend on your allocated ‘role’. The available roles and their rights are as follows:

Administrator

An administrator has full and complete ownership of a blog, and can do absolutely everything. Complete power over posts/pages, comments, settings, theme choice, import, users – the whole shebang. Nothing is off-limits, including deleting the entire blog.

Only one administrator per blog is recommended!

Editor

An editor can publish, edit, and delete any posts/pages, moderate comments, manage categories, manage tags, manage links and upload files/images. Everybody on this course has been designated as an editor. 

This is what your Dashboard looks like when you first logon. 

Author

An author can edit, publish and delete their posts, as well as upload files/images

Contributor

A contributor can edit their posts but cannot publish them. When a contributor creates a post, it will need to be submitted to an administrator for review. Once a contributor’s post is approved by an administrator and published, however, it may no longer be edited by the contributor.

A contributor does not have the ability to upload files/images.

In the main ‘Dashboard’ an ‘Editor’ can see
· Right Now – This shows a brief statistical overview of the site right now e.g. how many pages are live. 
· Quick Press – The quickest way to post to the site once you’re logged in. Note that you can’t add categories, tags or links if you use this route.
· Recent Comments – A list of the most recent comments on the site. Comments have to be approved by the Administrator. An editor can remove them from the site.
· Incoming Links - when another blog links to our site it will show up here.
· Recent Drafts – A list of those pages or posts which have been saved as ‘Drafts’ but not yet published. 
· Your Stuff – A simple list of the most recent stuff you have authored on the site.
· What’s Hot – A list of recent and popular blogs and blog posts on Wordpress.com.
To the left of the ‘Dashboard’ an ‘Editor’ can see

· The drop down arrow – This opens up a drop down list of links in a mini ‘Dashboard’. The only one of direct relevance to the site is ‘Blog Stats’. A click on this link takes you to a page showing some of the basic usage stats. for the site. 
     This is followed by the ‘Posts’ link 

     which is central to most of what 

     you do on the site. 
· Posts – Clicking on the ‘Posts’ link brings up a list of existing posts as does clicking on. 
· Edit – This allows you to see a full lists of existing posts to edit.

· Add New – This brings up the page we will be working on in section 6 to enable you to start adding posts to the site.

· Post Tags – This gives you access to a list of Tags that are already in use on the site. It is useful as a reminder of Tags that have already been used on previous posts so it’s a tidy way of ensuring that site searches return consistent results but it’s not essential. If you think a Tag has been mis-spelt this is where you would edit it. 

· Media – Clicking on the ‘Media’ link brings up the following screen as does clicking on 

· Library – As above. This screen contains every item of Media currently on the site. Media includes images and Word documents. 
· Add New – This brings up a page to enable you to browse for new media to upload to the site. We will be working on this in section 8. Note that the types of media you can upload are listed. 

· Links – This operates exactly like the ‘Posts’ and ‘Media’ links. The main screen lists all existing links with an option to edit any or all of them; add new links or edit their Categories. Adding a link is dealt with in section 7. 
· Pages – You’ve probably got the hang of this now! It’s just like ‘Posts’, ‘Media’ and ‘Links’. There are options to edit any or all of them and add new pages. Note that pages do not get Categories or Tags so these options are not here. Adding a page is dealt with in section 6.
· Comments – This is a more detailed version of the summary contained in the main dashboard. Provided Comments are not enabled on new posts there will be little reason to use this link. 
· Ratings – This lists all posts that have been given a star rating by users of the site starting with the most popular. The ‘Reports’ link underneath shows exactly the same screen. You can filter the results so that you can view all posts or just the most recent. 

· Polls – As you can probably imagine by now the ‘Polls’ link and the ‘Edit’ link underneath it bring you to the same screen. Polls in Wordpress are handled by creating them via another site called ‘PollDaddy’. In order to do this you will need an account with ‘PollDaddy’. The ‘Edit’, ‘Add New’, ‘Custom Styles’ and ‘Options’ links will only show the screen asking you if you want to create that account. If and when you do so, you will see an entirely different range of options. It is not proposed to create a poll during this training as that would compel Editors to register email addresses with PollDaddy. If individual Editors are happy to do this it could be addressed at future training. 
· Profile – This does nothing more than offer you the option of slightly customising how screens look when you’re working in Wordpress. The ‘Profile’ and ‘Your Profile’ links again take you to the same place. The ‘Invites’ link enables Editors to invite other people to join Wordpress and perhaps edit our site. This is probably best confined to Editors inviting other staff from their advice setting only. 
· Tools – do not use! For clarity the functions in ‘Tools’ are as follows:
· Turbo: Speed up Wordpress – This can speed up Wordpress loading times but as it is not recommended on a public or shared computer that will rule out most work and home PCs. Therefore, leave well alone ( 
· Press This is a bookmarklet: a little app that runs in your browser and lets you grab bits of the web. Use Press This to clip text, images and videos from any web page. Then edit and add more straight from Press This before you save or publish it in a post on your blog. This may be useful for confident users grabbing material from several different sources at once to create a post. However, it is not essential.
· Post by Email is a great tool for bloggers wanting to add a post from their email account. The drawback is that when you submit a post from a work email address you will find it contains not just your text but all the Disclaimers that your organisation adds to outgoing mail. 
For example, a post sent from a Manchester.gov.uk email address will always include the text
“**********************************************************************

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom they are addressed. If you have received this email in error please notify the system manager. The full text of the Council's email disclaimer is available at http://www.manchester.gov.uk/emaildisclaimer.

This footnote also confirms that this email message has been swept for the presence of computer viruses.

Please contact internet.administrators@manchester.gov.uk with any queries.

**********************************************************************”

This could double the length of some posts and means that time saved by emailing a post into the site would need to be spent logging in and deleting text like the above!
· Webmaster Tools Verification – This is a way of ensuring our site is spotted; logged and regularly checked by search engines like Google, Yahoo and Bing. There is no need to do any of this as the Administrator has already done it. 
6 – Creating a post or page.
There are a few small steps involved in creating a post/page and, apart from some small, logical differences that you won’t need to remember, they are very straightforward. 
· Login to the site and select ‘Posts’ or ‘Pages’ to the left of the ‘Dashboard’.

· Click on ‘Add New’. The screen will now look broadly like this. 


1) Type a title for your post or page. Type the text for your post or page. 
2) For posts – add the appropriate Categories and Tags. Decide whether you wish to enable ‘Comments’ and whether you wish the post to be ‘Sticky’. 

3) For pages – decide the location of the page within the site by selecting the pages’ ‘Parent’. 

4) Format your post or page using the toolbar. 
The toolbar buttons look like this. They are between the boxes where you type your title and your actual post or page. Many will look familiar for users of word processors like Microsoft Word. Hovering over a button will tell you what it does. Some will not be immediately obvious. 
TIP: If you cannot see both rows click on the ‘Show/Hide Kitchen Sink’ icon at the end of the one row you can see (the top one above). Both rows will then appear. 

The two greyed out icons in the top row are for inserting links and are dealt with in the next section on ‘Adding links’. There are only two other buttons with which you need to be familiar.

· The fourth button from the right in the top row is the ‘More’ button. Place your cursor at a point in the post where you want it to appear and then press the button. A line will appear across your post. Above the line is what users will see when they look at a new post on the site. Below the line they will only see if they click on a button at the bottom of your post that says “Continue Reading”. 

In other words this makes long posts into manageable segments as per the example below and enables multiple posts to not look too lengthy.
· The eraser button in the bottom row does not delete text. It’s function is to remove any odd formatting from text you have pasted into Wordpress from elsewhere. Highlight the text that is the wrong height or colour or whatever and click the eraser. The text is then formatted exactly like all the other text in your post. 

5) Click on the blue ‘Publish’ button. 

6) Check out the site and your post/page should have gone live immediately. 

TIP: In the ‘Publish’ box click ‘Save Draft’ as soon as you remember. Save regularly to avoid losing your work if your PC crashes. 

TIP: Make sure you don’t accidentally mark the post or page ‘Private’ in the ‘Publish’ box. If you do it won’t appear on the site to the public until you untick it. 

TIP: If you want to look at what your post or page looks like before it goes live then use the ‘Preview’ button.


EXERCISE 3: Go to the ‘Posts’ link in your Dashboard and start the process for adding a new post. Choose your own title and text. Add categories and tags and then publish the post. Check out whether it has worked as you envisaged. Watch for your colleagues posts. Experiment with rating your own and their posts. Try adding a Comment to their posts!
TIP: Do not type anything that may offend as when you click on ‘Publish’ your post will be going live! 
This does mean that subscribers to the site will receive an email every time a post is added to the site but they have been warned about this by a post on the site on Friday morning. 
All posts added as part of the training will be deleted by the Administrator at the end of the session. 
7 – Adding links.

There are three sorts of links you will want to add to the site:

· A link to a useful web site that appears under a specific Category to the right of every page in the site. See pages 8 and 9 as a reminder. 

· A link to something similar but placed within a page or a post. See pages 4 and 8 for illustrations. 

· A link to an email address in a page or post. 

In the first of the above this is as simple as clicking on ‘Links’ (see page 12) and ‘Add New’. This brings up the following screen. 

There are other elements below this screen but they are not relevant. Each of the above elements are self-explanatory. 
1) Type a name for your link e.g. NAWRA.

2) Type the address of the link e.g. www.nawra.org. You can ignore the ‘Description’ section. None of our external links include a description. 
TIP: If you know how to copy and paste web addresses you can paste into this box to save time and avoid spelling errors. 
3) Select one or more categories for the link. If you select two categories the same link will appear in two different sections. This is fine as long as it’s what you want.  

4) Select the first radio button in the ‘Target’ section i.e. “new window or tab”. This means that clicking on the link opens the external site in a separate window or tab so you will still have the GMWRAG site open.


If you test out links on the current site you will see this happens in every case. You will also spot a few links that appear more than once. 

5) Click on the blue ‘Add Link’ button. Visit the site to check your link has been added as you expected. If the site was already open you may need to refresh it to see the change. 

If you want to add a link within a post to either a site or an email address then the process is completely different but not difficult. 

1) Highlight the text you want to change into a link. You will notice how the ‘Link’ buttons are no longer greyed out. 
2) Click on the ‘Insert/edit Link’ button. The main screen goes into the background and a box will appear as follows:

3) Set the ‘Target’ to “Open link in a new window. Choose a ‘Title’ that will help you remember what the link is. Then,

· For links to web sites – type the name of the web site in the “Link URL” box after http:// e.g. for the NAWRA web site it would read http://www.nawra.org.uk and the title might simply be “NAWRA site”. 

TIP: Remember that if the site has no “www” in the name then you don’t need to add a second http:// e.g. the GMWRAG site is http://gmwrag.wordpress.com. You would not enter it here as http://http://gmwrag.wordpress.com.  
· For links to email addresses – highlight the http:// and delete it. Replace it with “mailto:”. Leave a space and type the email address as in the example below. 

4) Click on ‘Insert’ and the screen reappears with the text you originally selected now highlighted as a link. 
5) ‘Preview’ or ‘Publish’ your post and test the link. An email programme or web site will open in a separate window or tab as you specified. 


8 – Adding media. 

Adding media is the process by which you either insert an image into a post or page, or, the process by which you upload Word documents to the site for visitors to view. It is probably the most complex part of this training but it is not overly complex. A brief overview of the process for images and documents may assist.

a) Images and documents need to be found and uploaded into the Media Library. They won’t appear on the site unless they are in the Media Library. 
b) Once they are in the Library Wordpress can give them a URL (a web page address within our site).
c) Insert the image into a post or page. It is immediately visible when the post or page is published. 
d) In the case of documents, a link to the document is created on the page or post using the URL in the Media Library. This is the only way a document can be viewed. Creating this link is dealt with in the final section. 
· Upload an image or document to the Media Library. This is done by clicking on the Media Library and then clicking on ‘Add New’. In the image below you can see two different types of image in the library and a Word document at the bottom. 

You will now see a small box and two buttons enabling you to search for the image or document you want to use. Use the ‘Browse’ button to find your image or document. 
This will bring up a window identical to the one you would see when opening any document. Select the file and click on ‘Open’. 
The ‘Upload’ button now becomes available. Click on it and the image or document uploads into the Media Library. 

Click on the icon for the document or image in the Media Library. The following page opens. It is good practice to make the ‘Title’, ‘Alternate Text’ and ‘Caption’ the same. Give them user friendly names and click on ‘Update Media’, 
At this point, if you are uploading a document, you should copy the ‘File URL’ in the bottom box. 

At this point, return to your post or page. If you are inserting an image then position your mouse cursor within the text where you want the image to appear. 

The next step is to click on the button next to the words ‘Upload/Insert’. 
This brings up a dialogue box which allows you to browse for what you want to upload. In this case select the ‘Media Library’ and select your image.

You do this by clicking on the ‘Show’ button. This brings up the following dialogue box. You don’t need to alter anything. Just click on ‘Insert Into Post’ at the bottom of the box. 

Your image will now appear in your post or page and you can carry on typing alongside it. 

9 – Linking to media.

If you have uploaded a Word document such as meeting minutes this sits in the Media Library. The only way to make it visible is to create a link to it from some text in your post or page. 

A link is created using the same process described on pages 19 and 20 using this dialogue box again. 


Instead of linking to an external web site or email address by putting it in the ‘Link URL’ text box above this is where you use the URL from the Media Library for your specific document. 
TIP: The URLs in the Media Library are often long and not user-friendly. Even if you have two windows or tabs open copying the URL into the box above manually is laborious is long and likely to go wrong. It is not always fully visible either (see below). Therefore it is better to double click it to select it and the right click it to Copy. It can then be pasted into the box above. 

The final link to the Word document would then look like this.


On the site it would all look like this.


FURTHER HELP
http://wordpress.com 

http://lorelle.wordpress.com 

Main Page


This is where all new Posts appear.
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