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.

@WORDPRESS

Username

Password

¥ remember Me Log In

Lost vour password?

3. Enter your user name and password then click Log In
4. You will see the WordPress dashboard. It looks like this.

Unitarian Universalist Fellowship at Sal... —visicsite New Post UUFSMember | Turbo | Log Out
/\ Screen Options Help
|
Dashboard
s Posts Right Now QuickPress
Edit At a Glance Title
Add New
8 Posts 0O Comments Upload/Insert (@] [ J2 #
Tags
) 6 Pages O Approved Content
Categories
Media 3 Categories (o]
(ﬁ Tl 0O Tags O Spam
Pages Theme Atahualpa with 10 Widgets Tags
C) Comments You are using WordPress 2.7.1. Save Draft cancel m
& Akizmet blocks spam from getting to your blog, but there's
® nothing in your spam gqueue at the moment.
S Profile Recent Drafts
T Tools
Recent Comments There are no drafts at the moment
Mo comments yet.
WordPress Development Blog
Incoming Links WordPress 2.8 Beta 1 May 16, 2003

5. ladvise 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.
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7. Typein atitle 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.

QuickPress

Title  Annual Picnic

Upload/Insert [m] H J7 #*

Content  Join us Sunday, May 24, 2009 at 11:00
AM for our annual picnic.
This is a rain or shine pot luck event.
It is a great opportunity to sit back, 57

] »

Tags  picnid|

Save Draft Cancel m

8. Then click Publish.
9. After you click Publish, you will see an empty box.
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QuickPress

Post Published. View post | Edit post

You can also try Press This, easy blogaging from anywhere an
the Web.

Title

Upload/insert [m| H J9 #%
Content

Tags

Save Draft Cancel m

10. To verify that the information is posted, click on View post

QuickPress

Post F"ul:rlisheu:l.l Edit post

Title

Upload/Insert [m] 0 J9 #%
Content

Tags

You can also try Press This, easy blogging from anywhere on
the Web.

Save Draft Cancel m
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11. You will see your post

WELCOME | WHAT WE OFFER | SUNDAY SERVICES | GROUPS AND ACTNITIES % | LOCATION | CONTACT US | NEWSLETTERS | CALENDAR | HOW TO POST

Y
L

Unitarian Universalist Fellowship at Salisbury

@ Home of Liberal Religion on the Eastern Shore

About our Fellowship « June Craft Session Hew Member/Flower Ceremony »
Welcome
What We Offer . -
Sunday Services Annual Picnic
Purpose and Mission
Principles and Traditions Join us Sunday, May 24, 2009 at 11:00 AM for our annual picnic.
Meet our Minister This is a rain or shine pot luck event.

It is a great opportunity to sit back, relax and socialize with UUs!

Groups and Activities
P o We look forward to seeing you there!

History
Location
Contact Us
Newsletters

May 18th, 2009 | Tags: picnic | Category: Uncategorized | Leave a comment

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

Document prepared 05/18/2009; revised 06/02/2009 In Page 4




13. Option two — Posts

Unitarian Universalist Fellowship at Sal... —visitsiee

New Post

Dashboard

Right Now
At a Glance
Add New 8 posts
Tags
6 Pages

Categories
Media 3 Categories

0 Tags

Theme Atahualpa with 10 Widgets

You are using WordPress 2.7.1.

nothing in your spam queue at the moment.

& Profile

Tt Tools
Recent Comments

Mo comments yet.

Incoming Links

14.

Akizmet blocks spam from getting to your blog, but there's

UUFSMember | Turbo | Log Out

Screen Options Help
QuickPress
Title

© CrnrerE Upload/Insert [m] 0 J3 %

O Approved Content
0
0O Spam
Tags
Save Draft Cancel m

Recent Drafts

There are no drafts at the moment

WordPress Development Blog

WordPress 2.8 Beta 1 May 16, 2009

TR T - ) =

Click on Add New

T n

Unitarian Universalist Fellowship at Sal... —visitsire
3} Dashboard 5+ Add New Post
Edit
Add New
Tags Upload/Insert [m] [ J9 #*
Categories .
B | I || U i = E
Media
& Links
Pages
C) Comments
&, Profile
T} Tools
Path: p
Word count: 0

New Post UUFSMember | Turbo | Log Out
Screen Options Help
Publish
Save Draft Preview

Status: Draft Edit

Visual HTML R )
Visibility: Public Edit
== | L
== 2|4 /1) | [Z] Publish immediately Edit

Tags

Add new tag Add

Separate tags with commas

Choose from the most popular tags

Categories

All Categories  Most Used

15. | 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. Typein a title

57 Add New Post

June Craft Session

17. Add your content

Upload/Insert [m I JJ % Visual HTM

BIABE@

=4 ==

Second Saturday Crafters
"The Modern Day Quilting Bee. ™

¥
“mr
I
i

11:00 A.M. Saturday
* Jume 13, 200FF
This month’s theme:
"Polymer Clay”

FPlease send an email tn Manika fnr a list of sinnlies and tn make reserval
Fath: p » p.MzoMomal

Word count: 119 Draft Saved at 4:21:28 pm.

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

Upload/Insert [m] B J7 # Visual HTM

19. Add an image from your computer. Click on the gray box icon.

UF'|GEIdeHSEFt.EH J1 Visual HTML
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20. You will see a pop up window.

Add an Image

From Computer From URL Media Library
Add media files from your computer

Choose files to upload Select Files
You are using the Flash uploader. Problems? Try the Browser uploader instead.

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

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.
Add an Image

-\ Second
/) Saturday

/ image/jpeg
~Crafters

2009-05-18 16:27:43

Title # 2s5scrafters
Caption

Also used as alternate text for the image

Description

Link URL

Mone File URL Post URL
Enter a link URL or click above for presets,

Alignment O =™ None == Left @™ Center ) =% Right

Size @ Thumbnail Medium Large @ Full size
(150 x 150) (280 x 210)

Insert into Post | Delete

Save all changes
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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.

Upload/Insert Visual

® |4 =Hm=

B |7 & U = i= ===

Second
Saturday

Crafters

Fath: p » p.M=oMormal
Word count: 119 Draft Saved at 4:31:28 pm.

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

Tags

rday, craft, polymer clay | Add

O s e e o : - =
sEDgrale [ags Wikl Comimas

Choose from the most popular 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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Categories
All Categories  Most Used

Second Saturday Crafters
[C] Minister's Musings

[C] sunday Services

[[] Uncategorized

+ Add New Category

Parent category -

Add

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.

Publish

Sawve Draft Preview

Status: Draft Edit
Wisibility: Public Edit
[] Publish immediately Edit

Document prepared 05/18/2009; revised 06/02/2009 In Page 9



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.

Screen Options Help
5o Edit Post
Post saved.
June Craft Session Publish
Preview

Status: Published Edit

Upload/Insert [m] [0 J3 #% Visual HTML . .
Visibility: Public Edit
== s=| === ; =
B || £ ||| 1| |:= 3= = EEN=E 2 =171 | [2 Published on: May 18, 2009 @ 16:53 Edit
sal:lmd Tags
sa‘“rna' Add new tag Add
c ra“e rs Separate tags with commas
Tags used on this post:
craft polymer clay saturday

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

Unitarian Universalist Fellowship at Sal... ~vistsie New Post UUFSMember | Turbo | Log Out

Screen Options Help

1 Dashiboard 5 Edit Post

Post saved.

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

Recent Posts

June Craft Session

37. You will see the post you created.
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WELCOME | WhaT

-

£ OFFER| SUNOA!

S| GAOUPS AND ACTNITES ¥ | LOCATION | CONTACT US | REWSLETTER:

| Unitarian Universalist Fellowship at Salisbury
Home of Liberal Religion on the Fastern Shore
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Second Saturday Crafters
"The Modern Day Quiting See.
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This manth's theme:
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My 18th, 2009 | Tags: croft, polymer day, soturday, second | Category: Second Soturday
Crafters | Leave a comment

Leave a Reply
Harme (roquired)
Mail fwill ot be published) frequired)
Wabsite

You can use these KTHL tags

Recent Posts
Juns Crat Session

igh
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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.
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