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How to update content in Wordpress 
1. Click on this link http://uufs.net/wordpress/wp-admin/  

2. You will see the log in page. It looks like this.  

 
3. Enter your user name and password then click Log In 

4. You will see the WordPress dashboard.  It looks like this. 

5. I advise you to write your content in another word processor, for example, Microsoft Word.  

Once you have the information ready to print - copy and paste into the post. 

6. Option one-use the QuickPress. 

http://uufs.net/wordpress/wp-admin/


Document prepared 05/18/2009; revised 06/02/2009 ln Page 2 
 

7. Type in a title in the title area.  Paste your announcement in the content box.  Tags are useful for 

the search feature.  Type in several keywords you used in your announcement that you think 

people would type in search to find this information. 

8. Then click Publish. 

9. After you click Publish, you will see an empty box. 
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10. To verify that the information is posted, click on View post 
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11. You will see your post 

 
12. Ta-da! You have entered a post on the web site.  That is how to enter a post using Quick press. 
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13. Option two – Posts 

14. 
Click on Add New

 
15. I advise you to write your content in another word processor, for example, Microsoft Word.  

Once you have the information ready to print - copy and paste into the post. 
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16. Type in a title

 
17. Add your content

 
18. These tools allow you to edit your content – similar to a word processing program. 

 
19. Add an image from your computer.  Click on the gray box icon. 
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20. You will see a pop up window. 

 
21. Click on Select files.  You will see a window with a list of files on your computer.  Select the 

image you would like to upload. Click the Open button. 

22. After WordPress has uploaded the image. You will see this dialogue box. 
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23. If you would like to fill in the information for title, caption and description, you may. 

24. Select the alignment of the image. 

25. Select the size of the image. 

26. Then click Insert into Post. 

27. After you click Insert into Post, WordPress will return you to your post.  You will see the image 

you inserted. 

 
28. After you have completed adding and editing your post, look for a box on the right of the screen 

called Tags. 

  
29. Tags are useful for the search feature.  Type in several keywords you used in your 

announcement that you think people would type in search to find this information. 

30. Click Add. 

31. Look for a box on the right of the screen called Categories. 
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32. Select a category.  Keeping posts grouped together allow a visitor to the web site to quickly and 

easily locate the information they are looking for. 

33. When you are finished with your post click Publish. 
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34. After you click Publish you will see your post in the edit mode.  At the top will be a notification 

that your post was published. 

 
35. If you would like to see your post on the web site, click on Visit Site. 

 
36. You will see the main welcome page. Click on the title of your post under Recent Posts. 

 
37. You will see the post you created. 
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38. Ta-da!  You have entered a post on the web site.  That is how to enter a post using Posts. 

39. When you are finished entering information, log out.  

 
 

 

 

 


