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Adding a Post

1. Log onto the site as a content administrator.

ome ookings os eaderboar recto olfLin atabase Iﬂ:l iﬁ Coﬂfenf
2. Click on Content in the administrator bar ome || scono J oo ] westows | oo | comne ]| oueee

[ Site Statistics ][ Gallery ][ Event Planner ][ Add New Post }d Add New Posf |
Add New Post
Bt
Or in the editor window click on the Add
All Posts

New link (top left of screeen) Add New <:“ Click on Add New

s» Add New Post
3. Adding Your Content swros -

<)f| Enter Title
Type a title for your story in the Enter title bar

Visual

Type or ‘paste from word' your full story in the UJ e i; as
main content area. You can also load images ™ e— ———r D OECE
and documents to the main content. See o @

loading images and documents.

Main Content Area
TIP

Wordpress will save a draft of your
post every 5 minutes or so

However, when writing a long Paste from Word N X ;% - g} = fé —
article it is good practice to type it and paste text m Q&G 02)D | —=
up in Word, save, then copy & M [| Forksiza |~ | Parmgraph |- || B |U | I A -/ -
paste your content in. ] B
That way you will always have a
version saved locally which you can
re-copy.

/

4. Select the News Category Categories
Tick the boxes where you would like your article to be All Categories BN o0 e
published on the site. This can be more than one area. [ Guest News

(] Member News
5. Click on Publish or Save Draft
If you are editing an existing post the save button will say Save Draft

UPDATE
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Adding a Post

6. Publishing Options

Publish
Publish - This will publish the post onfo the website intfo the Save Draft Preview
category(s) that you selected. These can always be updated if
required. Status: Draft Edit

Visibility: Public Edit
Edit Publish Status — select draft or pending review.

| Publish immediately Edit
Visibility — by default leave as public
Private - hides links from everyone L oVEloprash] [ Publish ]

Password — Users must have a password to view a post

Sticky — News stays at the top of the news items regardless of date Post Expirator
published. [ Enable Post Expiration
Schedule publish date - edit date and time to be go live. Default is et E Mo 4 -
lmmeleTely’ Hour(UTC) Minute
Schedule expiration - select date and fime in the Post Expirator & Ej !

window. Post are not deleted — they get sent to the draft folder — so
you can always retrieve them and re-publish if required.

Note: Time is currently set fo GMT (UTC - 0) So calculate your expiry
time accordingly.

. Feature Image fion
5 ge Op Featured Image

By default the first image in your story is used as a St

thumbnail .You can set an optional image that will
appear as a thumbnail to the left of your story.

eatured image

6. Excerpts Excerpt
By default the introduction text that shows up in the <r‘:“ Insert Excerpt
news listings is the first 50 words.

Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more about manual excerpts.
You can define different text by using the excerpt
field.
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Editing a Post

Posts can be edited at any time by clicking on the Edit link at the bottom of a post title or In
the editors window click on All Posts and hover over a post fitle.

Parking Changes in Richardson

Click Edit link
under Post title

— Click on All Posts aye and Thuradays
1 L\ CF‘UTCOH‘ ncin Tue: 26 ]’J‘ 2011, you MUS’ an val
TO Show |IST R’ C Sports Club Member’s Park “gyccrd O"yvour c;:-hhomc f parked in

[...]

All Posts
Add New

[ Melbourne Cup 2011 ‘
Edit | Trash | View £ :I] Hover your mouse over a post title to show Edit link

) Ride on Carts TSUPPOTT

Tidy up Messy Formatting

If your post is looking a bit shabby with lotfs of different font colours and sizes you can do a
couple of things to clean this up:

1. Remove Formatting. Highlight the content and click on the rubber icon.

2. Highlight the content and click on the clean up messy code icon.

:
o— w 2
]

- |» = 2O H © =
Remove Formo’r’rinng___:}y 2@ QS O B — 7
B

Font size v Paragraph ~ Ull|AIx|®|y

| <4
| <::< Clean up Code
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Linking to a Document, Website or email address

You can link to a document (PDF, .DOC etc) a website or an email address by using the link icon

1. Create the trigger text or image. = = B E=EE LR B IVNEHO®R
Highlight or select this trigger. BEe Xlana o3 o A — @
The trigger is what you want users to click on to 44 Fontsize v Paragmph v B U I A . ¥,
action the link R

™ b
EG: This is a link to a document

This is a link to a document » Trigger Text
2. Click on the link icon. The Insert/edit link window & Insertlinkicon ::“‘} L2 & U-HO®R
will open. i E L) n — H

A4 Fontsize v Paragmph v B U I A+ &,

] B

. . . Insert/edit link Ea
3. Click on the Browse icon to upload a file
General Popup Events Advanced

from your computer
or if you are linking to a website paste the URL (web
address) in to the URL field and Click on insert.

TIP

To link to an email address simply paste or
type the email address into the Link URL
field and click on Insert.

TIP

If you are linking to an external website
select Open New Window from the
Target drop down selection.

General properties

Link URL

< 'r‘]] Browse
Target Open in this window / frame {} |

e Paste or type URL into the
Link URL field to link o a
website or email address

Class -- Not set

Insert # Insert
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Linking to a Document, Website or email address

Moxiecode Image Manager

3. Once you have clicked on Browse the file manager il ety
/uploads/2011/05

window will pop up.
Here you can select from files that have been
previously uploaded or click on Upload to browse your

Page | 1 |of1

computer or network to select and load a new file.
j uploads
) History
Favorites 3
¥ Create folder [] Upload <:# Upload a new file 2;;,
".,34} Penfolds Wﬂf.‘i i logo_squares.pn¢ '
) Select a file that has
Look in previously been loaded
Folders for
your files

4. Click on Choose files. =
Once you have selected the file(s) you wish to load
. .| Upload
click on Upload to server. [ T r—— ] e e
Valid extensions: gif, jpg, jpeg, png, pdf, ppt, pptx, doc, docx, xls, xisx
Max upload size: 10 MB
Path: /uploads . .
Click on Choose Files to
TIP —— <: browse yourcompufer.
To better organise your uploaded files you  you're having Souble uploading you cen eye ;FGL; can select multiple

can use the Folder management tool.

Before loading a file select an existing
folder to load to or create a new folder by
clicking on the Create Folder Link

¥ Create folder [] Upload @i Refresh
5. Once your file is loaded select it by clicking on

the preview icon for that file.

Moxlecode Image Manager

Filter Selected folder
/uploads/2011/09

Page| 1 |of1
B wose Click on the preview
% revnen g icon to insert.
Penfolds_Wine_L *  logo_squares.png “
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Linking to a page on your website

Direct users to a page or post on your site

1. Create the trigger text orimage.
Highlight or select this frigger.

The trigger is what you want users to click on to

action the link

EG: This is a link fo an internal page

Linking to Internal Page Example

Permalink: http://www.grangegolf.com.au/cms/2011/09/15/linking-to-int...I-page-example/

Upload/insert [ B8 A 3

111
4
T
4

=

M
i

1]
]
G
!
(5
[
-
i

W X 2@a Q— @9 bk Vv E A @

Font size v Paragraph ~

Link to internal page < Trigger Text

L (&P
{+)
a
~
>
4
&
4
(N

2. Click on the link icon. The Insert/edit link window

will open.

|

o 3 =;
o= vig—|¥ =

I
I

I

Insert internal link =
@@ ® @B Q H A ©

Font size v Paragraph v B U I Ay ¥ @

|

_‘Jj HTML

3. The internal linker window will open.
Select if you are linking to a
Page or Post

Select the parent

Select the page or post X

RB Internal Linker

Posts home Internal Page
Pages Internal Page
Categories
Custom types
Search 4} I/} 4}
»
Select Page or Post Select Parent Select Page/Post
Page/Post

4. Insert Link — if you like you can edit the frigger text
and set advanced linking options — such as target

window.

Insert

Type Page
Id 167

Link text
Link to internal page

Advanced options ¥
Click Insert Link C msemink )
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Using Tables

Tables can be used to display tabular & matrix data such as timetables. Tables can also be used to organise
and align objects in a grid formation. For example you may have a block of text and several images that
you would like to align vertically or horizontally.

1. Click cursor where you would like to insert your o :
table. S EMEAEIEIEIE 2 U-E0 %

Click on the insert table icon in the tool bar. BE X 2ada Qg o #n — @

Font size v Parageph v B U I A . ¥,

A4 U
Insert table icon ;:> | S

2. Select number of rows (vertical spaces) and

columns (horizontal spaces)

General Advanced

General properties

Set Width as either a pixel width or a percentage (eg: columns ? rovs 2
Cellpadding Cellspacing
100%)
. . Alignment -- Not set -- ~| Border 0
Set Header Row if required it Heiant
i eig
Set border (if you are using inbuilt style (eg: highlight) Class - Not set -- |

then set this to 0)

Set cell spacing - this is the space around the outside
of a cell.

Table caption O

Set cell padding - this is the space inside the border of

a cell.

Insert Cancel
Click Insert

T S ]

General Advanced
TIP General properties
Columns 2 Rows

To achieve a consistent style for all tables across Cellpadding Cellspacing

the site apply a class to the table by clicking on Alignment ~Notset~ ¥ Border o
table properties and selecting the class from the
drop down list. EG: styledTable. This will
automatically style table headers as well.

Width 435 Helght 46

Class

Table caption aligncenter

alignleft
alignright
wip-caption
wip-caption-dd
Jallery
Select Class moed

lue)

L
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Editing Tables

Once a table has been inserfed you can edit using the edit table buttons or right click with the mouse to
access edit functions. Functions listed below (left to right)

__/j e || B :‘M ju:"’ "]11 11"] 3}" ﬁij_’f

1. Edit table properties 6. Delete row
2. Edit row properties 7. Insert column before
3. Edit cell properties 8. Insert column after
4. Insert row above 9. Split merged cells
5. Insert row below 10. Merge cells
Table headers

General Advanced

You can define a row or cell as table header.

General properties

1. Edit cell properties and select header from the cell : t oc cat ea x|

type drop down list or edit row select Table Head Header for cell e |
Tat Feight
L o o Class -- Not set -- ~|
Header
IData Cell o

Table row properties
3 o u}

General Advanced

General properties

Table Head for row iTable Head iv|
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Inserting an Image

1. Place cursor in the content where you would like
fo insert the image

0 3 ==
v i— v =»
= = =

i
I
1]

2 U-H e =

WM « 2@& Q4 n — G
A4 Fontsize v Headng4 ~ B U I A .
A B

Quarter/Semi Final Results- Sund  CUrsor ll:: P

2. Click on the image icon. The Insert/edit image
window will open.

Insert image icon

:‘; = ,n‘j O‘ )

B B — G
44 Fontsize v Paragraph v B U I A+ ¥,
] )

3. Click on the Browse icon to upload an image

from your computer

or if you know the image URL paste the URL in to the
Image URL field and Click on insert.

TIP

You can use an image as a trigger to a

link. See Linking to documents and
websites

TIP

You can use an image description that will
display alternate text for visually impaired
users and text only browsers. It may also
improve SEO

General Appearance Advanced

General

Image URL

Image description
Title

Preview Paste or type image URL
info the Image URL field

E(,‘f‘ Browse

nsect <% Insert
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Inserting an Image

4. Once you have clicked on Browse the file manager
window will pop up.

Here you can select from images that have been
previously uploaded or click on Upload to browse your
computer or network to select and load a new file.

¥ Create folder [] Upload <:‘_"| Upload a new file

Moxiecodo Image Manager E3

Fitter Selected folder
Juploads/2011/09 ¥ Create folder [7] Upload @ Refresh

Page 1 |of 1 View mode: (_Thumbnails 1), (25 %) imagesipage

i uploads

O History = 5
Favorites & M 3 CE|

1268805140 Bar 4 | phvo4_mg 1 1§ 4 pptig 4 the plumm_glast 4

il

Select an image that has
previously been loaded

5. Click on Choose files.
Once you have selected the file(s) you wish to load

click on Upload to server. l

Upload to server JI

.| Upload
S| Use the form to upload files.

Valid extensions: gif, jpg, jpeg, png, pdf, ppt, pptx, doc, docx, xls, xisx

Max upload size: 10 MB
Path: /uploads

Click on Choose Files to

<: browse your computer.
You can select multiple

If you're having trouble uploading you can always f
iles.

Choose files

5. Once your image is loaded select it by clicking
on the preview icon for that file.

 Create folder [T Upload @ Refresh

View mode: [Tl ails 19, (25 F&)ir

)\
’ Dynapumps wh wan'w q H i
0 Click on preview icon

to insert the image

bushnell v2.jpg * dynapumps.png “ | miclub_Online.pn

2011 Training Manuals

Provided in Confidence




MiClub : Wordpress Manual

Editing an Image

Images can be resized, cropped and rotated once they are loaded.

1. Click on the image + icon to open the Image
manager window

2. Click on the arrow at the bottom right of the image
you wish to edit and select edit. You can also delete,
view and add to favorites from this menu too.

Page T of 1
Insert
Delete
Edit
View
Download
Add favorite(s)

1268805140_Bar 4 phv04_rng_1_1j 4

Moxiecode Image Manager x|

Filter Selected folder

Juploads/2011/09  Create folder [7] Upload @ Refresh

View mode: ( Thumbnails [#), (25 %) imagesipage

4| the_plumm_gles: 4

[ uploads

O History
Favorites & Musmsuman

Y} 1268805140 Bar 4 phv04 g 1 1§ 4 PPLiPg

4

click on the arrow at the
bottom right of the
image you wish to edit

3. Select the function you wish to use:

Crop
Resize
Flip
Rotate

You can revert the function if you are not happy with
the result. Once you are happy click Save

Revert ﬁ Crop B&]Resize L Flip

“’\, Rotate

TIP

Ensure constrain proportions is checked
when resizing images to maintain the
aspect ratio.

Revert ﬂCrop B&]R&ze L Flip

@)\ Rotate

Constrain Propor’rions ™ Constrain proportions () Apply €3 Cancel

r

¥ BT
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Wrapping text around an Image

To have a block of text wrap around and image you need fo set the alignment of the image to either

left or right.

1. Select Image s

2. Click on Image icon - the edit window will open. e

3. Select the Appearance Tab Select Alignment = = Y

4. Select alignment T D“ B - 3

5. Select class. This will automatically put the correct spacing/margin vertcatsonce [ e

around the image. vzt sonce. [ 50 oy o tsmod
Border

- choose alignleft if your image is left aligned sz atgniet <:£l Select Class

- choose alignright if your image is right aligned s float: et margTe

You can overwrite this default margin by defining the vertical and

Horizontal space. Margin size is entered in pixels. e —
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Create a Gallery

1. Click on Create gallery and add images from the

admin menu in the footer
Orin the edit screen click on Add Gallery / Images

from the left hand menu

s~ Nivo Slider

mages

2 Admin ::

Add new post

Create gallery and add images
Manage existing Galleries
Moderate Comments

Log out

Manage Gallery

@) Security

2. Click on Add new gallery and type a title for
your gallery
Click Add Gallery

Upload Images

Add new gallery

Add new gallery

New Gallery Conference 2011 Opening Night
( Allowed characters for file and folder names are: a-z, A-Z, 0-9, -, _)
Add gallery

3. Click on the Upload Images tab.
Firstly, select the gallery you want to upload your images

to, and then click on Browse....

[OLIGEGRIGELERR Add new gallery

Upload Images

Upload image Browse.

into

Choose gallery iv|

10 - Conference 2011 Opening Night
9 - New Gallery

- training

- GMA Conference 2011

- conference 2009

- GMV Managers Retreat

- GMA Golf Day 2007

- Event1

- Test Gallery2

- Test Gallery

Disable flash upload Upload image:

“NWAOON®

4. Select the images from your computer, disk or network.
Multiple images can be loaded at once. Once you
have highlighted all of the images click on open.

Click on Upload Images

No. Select fles

(i 3. Opening Function - King I8 Q.

<) (slEo

10- Conterence 2011 Openng tignt <| | " oot

[Criesisay)

(€ Open )

(Cancel)

5. Review your uploaded images.
Add more by repeating Step 3 and 4.

Remove unwanted images by clicking on remove

2011 Training Manuals

Upload Images
Upload image 193.jpg
remove] 882.jpg (131 kB)
[remove] 889.jpg (902 kB)
remove] 895.jpg (123 kB)
remove] 896.jpg (99 kB)
] 897 jpg (99 kB)
remove] 899.jpg (92 kB)
] 900.jpg (84 kB)
remove] 171.jpg (669 kB)

Browse
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Adding your Galleries

1. Edit the page or post you would like to add the gallery to.

2. Insert cursor where you would like the gallery to

appear and click on upload gallery icon ] Source Ol W TR B e BOEESO
B I U =:|X%X, x2 i= i= =Y =
@R e I <§1 upload gallery icon
3. Select the gallery you would like to insert Nextgen Gallery Dialog @

Select the style of display you would like:
Show as either a

Image list — thumbnails which link to larger images in
a lightbox style.

Slideshow- fading in and out

Image browser — numbered click through showing 1
image af time.

Gallery Album Picture

Select gallery [Nogallery [~
Show as
e 10 - Conference 2011 Opening Night
- New Gallery
- training

- GMA Conference 2011
- conference 2009

- GMV Managers Retreat
- GMA Golf Day 2007

PUONBW

4. Save and Update
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Manage Galleries

1. Click on Manage existing Gallery from the
admin menu in the footer
Or in the edit screen click on Manage Gallery

from the left hand menu

s Nivo Slider

Add

2 Admin ::

Add new post

Create gallery and add images
Manage existing Galleries
Moderate Comments

Log out

Gallery nages
Manage Gallery

Security

Click on a Gallery to make updates
You can also do bulk actions by ficking the box next
to the gallery name and selecting an action from the

bulk action drop down

TIP
if your images are large use the bulk actions

resize images and enter a suitable width. Eg. 700px.

&= Galleries

Add captions/titles by clicking on the gallery you want
to edit and type in the appropriate areas for each
photo

Exclude unwanted images by checking the exclude
checkbox

Sort the order of photos in your gallery by clicking on
sort gallery

You can click and drag or choose a sort order based
on values such as ID, Flename date/time.

Click on update Sort Order when complete. The click
on Back to Gallery

Back to gallery

Alt & Title Text / Description
Type Title of Image

Add description here...

exclude

Sort Gallery Sort gallery

Unsorted
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