
The Manual



Start off by heading to: 
http://yoursite.com/wp-admin/ 

Or if your wordpress is installed in a subfolder, head here: 
http://yoursite.com/wordpress/wp-admin/ 

You will be given this info from our developers.

Enter Username and Password then click “Log In”.

Login



1. When you’re logged in, you end up in the Dashboard view. Click “posts” and then on “add 
new”. If you want to edit a old post, simply click on the one you want from the list below.

Write a post

2. First things first, and that is the Headline. Our post is named “My first post”, Wordpress will 
generate the URL(link to the post) automatically when you’re done editing this field. You can 
change the link name though, by clicking “Edit”.

When you have published your post later in this chapter, there will appear two more buttons. 
Click “View post” to look at your published post on your site and on “Get shortlink” to get the 
system link to your post (could look something like this: http://yoursite.com/blog/?p=92). This 
is useful when you need to link to a post without being worried about that the link will be bro-
ken if you rename it, since the system link is always the same this won’t happen. But as I said 
first things first.



3. Now it’s time to write your post. When you’re done with the text, you may want to format the 
different pieces.

If you want a subheadline, select the text and click on the drop down menu saying “format”, we 
have chosen Headline 2, which is the second largest.

If you want to make a part of the text bold, select it and click on the “B” button.

To do a “short” row break, like the one after “Lorem ipsum dolor sit amet”, press Shift + Enter, 
if you press just Enter, you will do a “large” row break and the text part will be a separate para-
graph.

Making a list is simple, select the text and press on the “list” button. 

To make a link, select the text, click the “link” button.



4. A box will appear with a few options. You can enter URL (the link), add a title (appears on 
mouse over in some browsers), choose if you want the link to open in a new window/tab or 
not, or just choose one of your older posts or pages in the list below. 
When you’re done click “Add link”.



5. If you want to add a image to your post, click on the “image” button.

6. A box will appear, click on “select files”. Then select your file, and click “Open”.



7. When your file is uploaded you can enter a title (shown on mouse over). 

To make the image clickable you can enter a link in the “Link URL” field either by typing or 
clicking one of the buttons: “None” (no link), “File URL” (link to image in original size) and “Post 
URL” (link to the post).

Then there’s “alignment”, you can choose to center your image, align it to the left/right and let 
the text float around it. We have chosen “none”.

Next and last thing is “Size”, choose “Large” and click the button “insert into post”.



8. When editing your posts, you can choose from two display modes, “visual” for non-coders 
and “HTML” for coders.

9. Next thing is to mark your post 
with a category. In this example we 
have “Blog”, “Featured” and “Uncat-
egorized”. If you don’t select any of 
them your post will automatically be 
marked as “Uncategorized”. If you 
select “Blog”, it will show up in the 
blog section of your website and if 
you select “featured”, it will be fea-
tured on the front page of your site.

There may be a maximum amount for 
“Featured” posts on your website, 
simply head to the list of all your old-
er posts, click “Edit” on the one you 
want to remove from “Featured” and 
deselect it from the category “Fea-
tured”, then click Update. Now there 

will be room for your newer posts. 
On your site there may be other cat-
egories. You can also create new 
categories. Contact your developers 
to get the functionality to work for 

the new ones.

10. Now it’s time to tag your post. If 
you have tagged posts before, you 
can choose from “most used tags”, 
or select tags that gets displayed as 
you type in the text field. If it’s your first 
post or if your tag is not displayed, 
simply type your tag and press en-
ter. The tags you choose should 
represent the content in your post.



12. Last step! Click on the blue 
button saying “Publish”, when pub-
lished this button will say “Update”.

Here you can change the date of 
your post, move to trash and Pre-
view it on your website if you’re not 
sure about how it will look.

Hooray, you’ve created your first 
post.

11. Below your post’s text field you find the “Excerpt” field. This is a summary of your post and 
should only contain a few sentences from your post, simply copy paste it here. 

Your site may run a plugin that automatically generates a thumbnail image from the post’s im-
age for your Excerpt. You can’t upload images to this field, images will be added by it self. Ask 
your developer for support.

There will automatically be a “read more” link at the bottom of your post’s excerpt when view-
ing it on your site, so no need to add links here. This link will lead to the full post/article.



Writing a page is similar to writing a post. You can add text, im-
ages, links, lists and so on. But there are also some things you 
can’t do with a page. 

You can’t add tags, categories or a excerpt. 

Because a page is a page and a post is a post. If you want 
something on your blog section you write a post, cause you 
need to add it to the category “Blog”. If you want it to be fea-
tured on your frontpage, you write a post, cause you need it to 
be categorized under “Featured”.

So when do you write a Page?

A page hang around for a longer time, and doesn’t get updated 
as often as posts do. A page can be Contact, About Us, Cus-
tomers and so on. 

But keep in mind, if you need your page to be featured on your 
frontpage, it won’t work, then it should be a post.

Write a page



1. In the Wordpress Admin Menu to the left you find Appearance, click on Menus. This will take 
you to the section where you can administrate the Main Menu of your site. The first box you’ll 
see is the box telling which menu is the primary menu. Most Wordpress sites only support 1 
menu, like this site, so no need to change anything in this box.

Editing the Main Menu

2. Next box is Custom Links. If 
you need to link to an external site 
like Twitter or anything else, this is 
where you do that. Simply paste 
the link to the site in the URL field 
and type in the Label field what 
you want the link to say in the main 
menu, e.g. “Follow us on Twitter”. 
Then click “Add to Menu”.

3. Next box is Pages. If you want to 
add one of your earlier created pag-
es, check the box next to the Page 
you want and click Add to Menu.



4. In this box you can choose from 
your categories. Say I want Blog in 
my Main Menu, check it and click 
Add to Menu. 

This is how you add an entire cat-
egory to your Main Menu.

5. In the big box to the right you find all elements you have added to your menu. Here you can 
edit each element, such as label (text on menu) or remove it. To change the order of the differ-
ent elements, simply: Click, drag and drop ‘em where you want them to be. Click Save Menu.



1. Under appearance you find Widgets, click it. You will see a 
big box with Available Widgets. Drag and drop the ones you 
like, to the Primary Widget Area to the right (these are the 
ones that will be showing up in the sidebar on your site).

There are a lot of Widgets to choose from, but the most used 
widgets are: Text and WYSIWYG. WYSIWYG isn’t a standard 
widget, it needs to be installed to be available. If you see it, it’s 
installed, if it isn’t there, contact your developer.

So what differs these two widgets? Their end purpose is pretty much the same.

Choose the Text Widget if you want to add a box with unformated text and/or html. 

Choose the WYSIWYG (What You See Is What You Get) Widget if you want a box with text 
that can be formated, such as Bold, make lists and links.

When you have decided which widget you need, click the widget you want and drag it to the 
Primary Widget Area.

Editing sidebar elements (widgets)



2. Okay, so now you have a widget in your 
Primary Widget Area. To add text to it, click 
on it and it will expand. Here you can add a 
Title and Text. 

If you are using the WYSIWYG Widget, a 
pop up box will launch when clicking in the 
Text area, this pop up contains all the format-
ing controls you have seen before when ed-
iting posts. If you’re using the Text Widget, 
just type your text/html in the Text area.

Now create your content, format it and click 
Save. Then all the formating you’ve done will 
be sent to the Text area on your widget. To 
save your widget you need to click the Save 
button on your widget also.
If you see the field Widget Logic, this means 
you have a plugin installed, making it possi-
ble to control on which pages you want that 
widget to be shown. If you don’t see it, but 
want this functionality, contact your devel-
oper.

To sort your widgets, you can drag your 
widgets around in the Primary Widget Area, 
simply drag and drop. 

To delete a widget click delete. 

If you have a widget that you want to inac-
tivate, drag it to the column saying Inactive 
Widgets. When you want that same widget 
back on your site, with the same content, sim-
ply drag it back to the Primary Widget Area.

Widget logic examples:

is_home() 
Will show up on your frontpage if your layout 
has support for a sidebar with widgets 
there.

is_single()
Will show up on single post pages.

is_single() && in_category(‘blog’) 
Will show up on single post pages if it’s in 
the category Blog.

!is_page(‘about’)
Will show up on every page that has support 
for widgets except on the page About.

is_page(‘about’) || is_page(‘contact’)
Will show up on About and Contact page.

If you leave this field empty, the widget will 
show on every page that has widget support. 


