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1.1 - Logging In

You are required to login to make any kind of website edit.

1. Go to http://www.YourDomainName.com/wp-admin
2. Enter in your Username
3. Enter in your Password:
4. Click Log In
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Posts (Blog/Articles)

Posts are where you will write and publish new articles or blog posts on your website.

Creating A New Blog Post (* denotes optional tasks)

1. Go to Posts > Add New
2. Add in the Title of your blog post
3. Add in your blog text and images. To insert images click on the Add Media 

button on the upper left of the editing panel.
4. Categories*  : In the right sidebar, you can add categories for your blog post to fall 

under (i.e. business coaching, core values index, etc.), this helps to separate your 
blog out by specific topics your website visitors might be interested in.

5. Tags*: In the right sidebar, you can add tags, also known as keywords to help 
draw in traffic to your blog. You would want to use keywords or buzzwords from 
the blog post you are posting. 

6. Publish: In the right sidebar, this is where you can publish your blog post. You can 
publish it immediately, back-date your blog post or schedule it out to appear on 
your blog in the future. To change it from publishing anything other than 
immediately, click on the “Edit” link next to Scheduling. 
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Editing Blog Posts

1. Go to Posts and click on the name of the blog post you want to edit
2. Update whatever you would like to edit.
3. On the right sidebar, click on Publish Changes button.

Media 

This is where you go to upload any files and images to your website whether it be JPEG's, 
PDF's, etc. and to see the files that are already uploaded to your website.

Media Library

In the media library you can see all of the images and PDF files that you have already 
added to your website.
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If you need to find the link (URL) to a file you already uploaded you can find it within 
the media admin by clicking on the image, then the Attachment Details pop-up 
window will come up below and you can click on the Edit more details link to find the
URL:

Deleting Media

Above, you can also delete your images or PDF's using the link that says Delete 
Permanently.
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Add New / Upload New Media

When you go to Add New on the left side panel you can easily upload your images 
and PDF's simply by clicking on the Select Files button and finding the files on your 
computer.

Pages 

This is the part of the admin area that you will use most as this is where all of your page 
content is edited and where you can create new webpages. 
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When you rollover one of your pages you will see the links appear on rollover for Edit, Quick
Edit, Trash and View.

Edit – allows you to edit any content on that page

Quick Edit – is just that, it is meant to make a quick change of a page name, etc. and 
is more limited than the Edit function

Trash – allows you to trash a webpage

View – allows you to view the live webpage

Add New Pages 

In the left sidebar and also while clicked on the “Pages” tab you will see where you 
can add new pages in image below where it says “Add New”.

After clicking “Add New” you will see the window below. In the window below start 
by adding a title. See image below.
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Page Builder (MiniMax)

While still being on the screen above you will see a tab on the right side of the 
toolbar that says MiniMax. See image below.

 
The MiniMax Wordpres plug-in allows for you have to have full control over your web 
page layout in Wordpress. (optional items denoted with asterisk)

1. Add Row with the number of columns you want by clicking on 1 Col OR 2 Cols,
etc. (1 Col will generate 1 Column, 2 Cols will generate 2 columns etc.)

2. Move Row* - Click on the up/down arrow icon to the left of your row to 
reposition the rows in any order you would like.

3. Column Width* - Click on the + and – icons to make your columns wider or 
shorter.

4. Adding Content Modules – Click on the small yellow icon that contains a green
plus on it to add content modules to your columns. You can add various 
content module blocks to each of your columns. (See Modules screenshot 
below).
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5. Adding Content – Click on the Text module and put in your content. 
Note: Line breaks will only be added into your content if you check off the 
checkbox for Automatically add paragraphs.

6. Click on Save Settings. Go to the right sidebar and click on Publish 
Changes to make your changes live.
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Editing Content

1. Go to column you wish to edit the content in and click on the gear icon.

2. Edit your content and click Save Settings. 

3. In the right sidebar, click on Publish Changes to make your content live.

Appearance

In the Appearance tab your your Wordpress there are several different options in the drop 
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down.

Menus

Choose “Menus” from the “Appearance” main drop down, it is the 4th sub-menu 
item down (as pictured in the screenshot above).
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Edit Menus Tab: This is where you are going to edit your menu

Manage Locations Tab: This is where I have your website navigation. DO NOT 
change the menu location  as this can break your website.

Links: This is where you can add custom links to your website navigation to external 
websites such as http://www.google.com, etc. 
Note: If you don't include http:// in the “URL” field the link will not work. In the 
“Label” field you can enter in the name that you want it to appear as in your 
navigation. When all set click “Add to Menu” and it will add it to the right side in the 
screenshot below where you can drag and drop the menu item to be where you 
want.

Pages: You can sort your pages and add whatever pages you would like to your 
website by clicking the checkbox next to the page name and the click “Add to 
Menu”. You can then drag and drop the menu item into position where you want it to
be.
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Menu Structure:
You can drag and drop any of these items to be where you want them, just be aware 
this will impact your entire website and cannot be undone unless you remembered 
how you had them before. When you drag and drop and it appears that it indents 
and you release that will make a sub-menu, you can make a sub-submenu the same 
way just by indenting it farther to the right while dragging and releasing.

IMPORTANT: When you are done editing your menu above the drag and drop menu 
there is a “Save Menu” button on the upper right in blue that you need to click in 
order for your menu changes to be published.

Editor

Choose “Editor” from the “Appearance” main drop down, it is the last sub-menu 

13



item. In there you will see a style.css file where you can do all of your CSS editing.

Plugins

Plugins are what allows you to have certain functionalities on your website. These 
functionalities include slideshow, embedded events, calendars, etc.
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Users

Users are those who are able to log into your website and make edits.  You can easily add or
remove website editors here.
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Settings

This is where you comment discussion settings and other plugin settings are established, 
this area shouldn't be edited.
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