Website management in WordPress

WordPress is one of the most widely used website platforms in use today. It's very easy to use and customize.

Theresa Cassiday set up your website. She has full access to all functions of the website. If you have questions on site
management:

402-541-5005 cell phone

theresa@catenacreations.com

Site management navigation

The administrative site is accessed through this URL:

Username or Email

https://clientwebsite.com/wp-login.php ‘
. . . Password

Type in your User Name and Password in the appropriate boxes to get to the
main administrative screen.

Remember Me
User name:

Password:

. . . . d?
The WordPress Dashboard will appear. This will show a summary of your site LESEouF pesmnon
activity. You may also see some messages about installing plugins or activating
licenses, but you can ignore those.

Y & Walnut Creek Pediatric Denistry © 3 B + New SEO @ WPKC Howdy, Walnut Creek

Boxes
V| Ata Glance Activity Composium - Visual Composer Extensions Quick Draft WordPress News Welcome
Dashboard
Allin One SEO Holal Would you like to receive sutomatic updates and unlock premium support? Please activate your copy of Visual Composer
Posts
) Media This theme requires the following plugin: LoyerSlider WP
This theme recommends the following plugins: Timeroble Responsive Schedule For WordPress and WooCommerce.
Pages
® The following plugin needs to be updated to Its latest version to ensure maximum compatibllity with this theme: Mega Maln Men.
Comments Begin instaliing pluging | Begin updating plugin | Dismiss this notice
] Projects
Contact AtaGlance
Appearance B 8rage

v Plugins & Wo 4 theme.

Users

Tools

Visual Composer
VC Extensions

Settings

3/ WP Fastest Cache

§ Mega Main Menu

O Slider Revolution

Ultimate

Update a page

To access the pages, click on Pages --> All pages .

Add New

A list of all your pages will appear. ¥ Comments
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+ New SEO '@ WPFC

& Dashboard
¥ Allin One SEO

Please ac
# Posts

9 Media Pages addnew

tivate your copy of the Ultimate Addans for Visual Composer to get update natifications,

Howdy, Walnut Creek [l

access to support features & other resources

Search Pages

W Pages 1 page moved to the Trash. Ung
Al Pages
S All(§) | Published (8

BulkActions & Apply
¥ Comments
(3 Projects
About us

&4 Contact

» Appearance
¥ Pluging @ — Our office

& Users

Contact us

Home — Front Page
WP Fastest Cache

4 Mega Main Menu Payment infoemetion
© Sider Revolution

Ultimate

o

Reviews

Services we provide

Sitemap

BulkActions & Apply

8 items

Author SEO Title SEO Description

G

& About us

& Contact us

Author SEO Title

SEO Description

8 items

Scroll through the list and find the page you want to update. When you mouse over the name of the page, you will see
four options appear. You can click on the name of the page, or click EDIT to open the page.

About us

Edit Quick Edit Trash View

When the page opens, the first box you'll see is the Page title. This creates the page link and the link in the menu. DO
NOT change this or it will change the menu.

You have two options for editing your site. Your page will open in the Visual Composer mode. This will show you the
columns, rows and special elements that make up the page.
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Edit Page s new

About us Publish

Permalink: httpy/Avalautcreekteethcom/about-us! & Preview Changes

¥ Status: Published Edit

—
Y + m 52 Published on:jul 30,2014 © 06:03

= Move to Trazh m
+7

Page Attributes
Parere

{no parent)
Template

Defsult Tomplate &

Order

Meet our staff at Walnut Creek Pediatric Dentistry

+ v g
+ 7 + 7 +7

n Staff Member

+

There is a tab called Classic Mode in the upper left corner. This changes the view to the classic WordPress text area.

When you click on the Classic Mode button, the default tab is the Visual tab.

This gives you access to the easy editing tools. Once you're there, you'll want to

see all the editing icons. Click on the last one in the top row to make them 82
appear. This is called the Toolbar Toggle icon.

The other tab is Text, which gives the view of the exact HTML coding for the
page. Some pages may open with this as the default. If they do, switch to the
Visual tab.

You can edit content and write your page online within the WordPress website. However, if you're writing text for a new
page, it's best to write and edit in Word. You can edit and spell check in Word, then copy and paste into WordPress.

To edit in Backend Editor:

When you open a page in Classic Mode, you'll see a bunch of codes in brackets, such as [vc_row][vc_column
width="1/1"][vc_column_text]. This means your page was created with the Visual Composer. This lets you add columns
and different text formats without a lot of coding.
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Edit Page Addnew

About us

Permalink: https://walnutcreekteeth.com/about-us/ | Edit

©F  BACKEND EDITOR

07 Add Media Visual  Text

PR=EEOS R O =

B I == E &« - = =

[ve_row row_custom_id="stm_meet_our_teachers" row_width_style="full_width"
row_bg_color="#ffffff" row_bg_repeat="repeat” row_bg_size="auto" animation_type="h"
horizontal _animation="left-animation” vertical _animation="top-animation"
disable_on_mobile="disable_on_mobile_value"][ve_column][ve_column_text h1_ecss="
{.vc_customizer_1461945678277}" h2_css="{.vc_customizer_1461945678278}" h3_css="
{.ve_customizer_1461945678278}" h4_css="{.vc_customizer_1461945678278}" h5_css="
{.ve_customizer_1461945678279}" h6_css="{.vc_customizer_1461945678279}" p_css="
{.vc_customizer_1461945678279}" link_ecss="{.vc_customizer_1461945678280}" list_css="

To edit this content:

1. Click on the Backend Editor button to see the different parts of the page.
Edit Page AddNew

About us

Permalink: https://walnutcreekteeth.com/about-us/ Edit

TF  BACKEND EDITOR

2. Mouse over the section you want to edit. A green bar with several buttons will appear: the plus with the four arrows
lets you move the block; the pencil is Edit; the center button with two pages is Copy and the trash can is Delete. Click on
the pencil icon.

Meet our staff at Walnut Creek Pediatric Dentistry

+ e v &£ B w
+Sw +om +£m
Staff Member Dr.Barry grew upin La Dr. Barry is fun-loving
Vista and is a graduate and active. He enjoys
of Brigham Young riding his bike and flying
+ ok ; 7
University. He attended airplanes. He also enjoys
dental school at the vocal performance.
State University of New Beginning with his days
York at Buffalo, where he at Papillion-La Vista High
graduated with honors. School, Dr. Barry has
Following graduation performed and starred
in musical productions
pa,;ﬁ;l;l;k such as South Pacific, The
one of the nations top Music Man, and My Fair
10 pediatric hospitals: Lady.
Children's Hospital of
Pittsburgh. In 2009, he He can often be found

enjoying a family
adventure with his wife,
Cara, and their five
wonderful children.

became board-certified
and was recognized as a
Diplomate of the
American Board of
Pediatric Dentistry. n

+
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3. A pop-up window that says Text Block Settings will open that gives you the options for editing that section. Edit the
text and options, then click the Save Changes button at the bottom.

Text Block Settings o _

[eUEEI  Design Options  H1 H2 H3 H4 H5 H6 Paragraph

Text
03 Add Media Visual T
B I = = = ¢ — = = = & = Eo R 9

Dr. Barry grew up in La Vista and is a graduate of Brigham Young University. He
attended dental school at the State University of New York at Buffalo, where he
graduated with honors. Following graduation from dental school, he went on to
specialize at one of the nation’s top 10 pediatric hospitals: Children's Hospital of
Pittsburgh. In 2009, he became board-certified and was recognized as a Diplomat
of the American Board of Pediatric Dentistry.

p

CSS Animation
No

Extra class name

Page Attributes Page Attributes a
You will see other settings on the right side of the page. These are the Page Attributes. parent
They should be:
(no parent) 5
Parent: (no parent) Template

A

Template: Leave this on Default Template. i i o

Order

Order: Leave it set at 0. 5

Need help? Use the Help tab in the upper
right of your screen.
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Publish your changes

After you edit your text, go through your page one more time to proofread your
changes. Then click the Update button at the top of the screen. Publish a
To check your page, click the View Page button. The page will open in your Preview Changes
browser. 9 Status: Published Edit

@ Visibility: Public Edit
To go back and edit your page, click on the Edit Page link at the top of the screen.
Make your changes, then click on the Update button.

¥O Revisions: 38 Browse

[itl Published on: jul 30, 2014 @ 06:03
Edit

Edit/add a staff member: Move to Trash

The page that's most likely to need updating is the About Us page, which shows the staff's bios and photos. Each bio has
two sections to edit: the Staff Member area and the bio Text Block.

The employee's photo, name and title are edited in the Staff Member area. To access & +
this: + W

. —
1. Mouse over the Staff Member area. When the green bar appears, click the Pencil ﬁ
icon to edit. vieiuer

Edithtaff Membe:

2. Three tabs will appear at the top: General, Customizer and Social Icons. Make
sure the General tab is selected.

3. Scroll down to the Staff Image area. This is where you'll change Staff Member Settings
the photo. Click on the red X in the middle of the current photo to
delete it. Then click on the + sign in the blank box to add a new
photo. This will take you to the Media Library. You can upload your Description
photo from here, then select it to add it. (See instructions below for AR e
uploading a photo.) B I ™ ¢

Customizer  Social icons

NOTE: The staff photo must be cropped into a square, and the final
size must be 200 x 200 pixels. This is needed so the photo will appear
correctly in the circle.

4. Once the photo is added, type the person's Name and Job Title in
those boxes. You don't need to worry about the rest of the settings.

Staff Image

=
5. Scroll to the bottom and click the Save Changes button to save @
your work.

Name

Jesse

Job Title

Office Manager

Infos Position
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from Kaplan
University. She
has been
married to her
husband, Joe,

She a'S? LIE(;i{Text Block
young sister

with two little

girls that she

loves to spend

time with. Jesse

To edit the Staff Member text:
1. Mouse over the Text Block. When the green bar appears, click the Pencil icon to edit.
2. Several tabs will be seen at the top. Make sure you're on the General tab.

3. Delete the text that's in the current box, and copy/paste your new text in to the text area.

Text Block Settings (8 2

HE  Paragraph

Text
Q) Add Macia

BI~EEG®-EZ=Z,R=z@BON O I

Jesse was born and raised in Williamsburg, IA. She moved to Nebraska in 2009. s
2010 she graduated from Kaplan University. She has been married to her husbane
Joe, for six years and has a son. She also has a young sister with two little girls tha
she loves to spend time with, Jesse enjoyx golfing, hanging out with friends and
spending time with her family.,

| CSS Animation
No

Extra class name

i

4. Click the Save Changes button to save your work.

5. Scroll to the top of the page and click the Update button to save the page.

Create a new page

To add a new page: Click on Pages > Add New.

M Pages

All Pages

A blank page will appear. Click on the Classic View button (if needed) to get to the standard WordPress view.
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Add New Page

Enter title here

©F  BACKEND EDITOR

7 Add Media Visual ~ Text

B I # = = ¢ — R =ZEO R © =

Word count: 0

Type the page headline in the box at the top. This will be the page link, as well as the menu link. Keep it short -- no more
than 1 or 2 words, or it won't fit in the menu.

Below that, you'll see Backend Editor button. For now, we'll stay in the Classic mode.

At the top of the text area you'll see two tabs: Visual and Text. These allow you to create your page in regular WordPress
format.

The default tab is the Visual tab. This gives you access to the easy editing tools. Once you're there, you'll want to see all
the editing icons. Click on the last one in the top row to make them appear. This is called the Toolbar Toggle icon.

Toolbar Toggle

The second tab is Text, which gives the view of the exact HTML coding for the page. Some pages may open with this as
the default. If they do, switch to the Visual tab.

You can edit content online within the WordPress website. However, if you're writing text for a new page, it's best to write
and edit in Word. You can edit and spell check in Word, then copy and paste the text into WordPress.

Type your text into the Text Area. Format it as needed.
Cleaning up your text from Word
Word is a great tool for editing text. However, when you copy this text and paste it into WordPress or another content

management system, you'll also take along all the coding that formats the Word document. You don’t want this on your
webpage -- it will corrupt the look of your page, and will greatly slow down the website.
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To clean up the text, select and highlight all of it. Then click on the Clear formatting icon. This will remove all formatting
from Word.

Text

B Add Media Visual  Text

B I = = ¢ — = ==L RE=B|o R O =

Paragaph v U = A v [ 0 #= = @® Shortcodes v

I am text block. Click edit buttdffto o frils text. Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Ut elit tellus, luctus nec ullamcorper mattis, pulvinar
dapibus leo.

When your text is copied and cleaned up, go to the top of the page and click Save Draft.

To create a page with the Backend Editor:

1. Click on the Backend Editor button.

A blank page in the Visual Composer will appear.

Visual Composer 0 Add Elements s

. + _— L |
[ | | Add new element or start with a template. KN

¢
YOU HAVE BLANK PAGE

START ADDING CONTENT OR
TEMPLATES

Don't know where to start? Visit our knowledge base.

Finish

2. You'll usually want to add a text block first. Click on Add Text Block, and one will appear automatically.

3. Mouse over the text block to bring up the editing buttons. Click on the pencil to add your text and images. If you copy
and paste text from Word, clear the formatting as described above.
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Visual Composer

[ = kA
¢ + m ca
$ ¥ v £ B @

+ £
| am text block. Click edit button to chal blor sit amet, consectetur adipiscing
elit. Ut elit tellus, luctus nec ullamcorpe >.

Edit Text Block
+

4. Click the Save Changes button in the bottom left corner to update the text.

Save changes

All in One SEO Pack settings

We use the All in One SEO Pack plug-in to add features so we can customize our page titles and descriptions, which
enhances the Search Engine Optimization (SEO) for the site. You will need to do two things here:

1. Write a Title. This should be a short snippet of 2-4 words that describe the page. Total length should be 60 characters
or less. The section | Walnut Creek Pediatric Dentistry will be added to the end of the title. This section takes 32
characters, so the front part of the title should have no more than 28 characters.

2. Write a Description. This area should be 150 to 160 characters. You can copy and paste text from the page here, or
you can write a new description. Be sure to include one or two keywords that you want the search engines to find.

3. Other settings: Leave all the other options in this section unchecked.

Training | Walnut Creek Pediatric Dentistry

https://walnutcreekteeth.com/?page_id=4036
This is the training page for Walnut Creek Pediatric Dentistry.

@T"‘e Training

43 characters. Most search engines use a maximum of 60 chars for the title.

@ Description

This is the training page for Walnut Creek Pediatric Dentistry.

63 characters. Most search engines use a maximum of 160 chars for the
description.

@Robots Meta NOINDEX
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Set Page Attributes

Page Attributes A
On the top right side of the page is a box called Page Attributes. This sets the Farent
format and location for the page. (no parent) N
Parent: This is the top level link under which your page will appear. Click the drop- o
down list to see where your page should go. Default Template 4
Order

Template: Leave this set to Default template. All pages use this template.
0

Order: Leave this set at 0. Need help? Use the Help tab in the upper

right of your screen.

Upload and insert artwork

You can add photos and artwork to your pages. When doing so, keep in mind that the area for an inside page is about
1100 pixels wide. So you want to make your photos and artwork 1100 pixels wide or less.

It's easiest to use PhotoShop or another photo editing program to edit your artwork and get it to the final size before you
upload it to the Media Library. Or you can use this website and follow the steps: http://picresize.com

Once your photos are ready and in order, you need to rename them in a format that help your search engine
optimization. Use this format, and put dashes between the words:

picture-name-walnut-creek-pediatric-dentistry-omaha
To add artwork to the Media Library:

Scroll to the top of the page and find the Media category in the Dashboard menu on the left. Click on the Add New link.

*21 Media

|¥ Pages

The Upload New Media screen will appear. Click on the Select Files button.

Screen Options ¥ Help v

Upload New Media

Select Files

You are using the multi-file uploader. Problems? Try the browser uploader instead.

Maximum upload file size: 256 MB.

Navigate to the folder on your computer where the image is stored. Click on the file, then click Choose.

NOTE: You can select more than one file to upload by holding the CTRL key and clicking on all the files you want to
upload. Then click Choose.
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The file will upload and a line will appear under the upload area. Once this line has changed from 100% to Edit, the photo
is uploaded.

Maximum upload file size: 256 MB.

@ smile-outline i

m

Click the Edit link. Scroll down to the Alt Text box and write a short description
of the lmage. These descrlptlons are for VIsual!y l‘mpf‘:ured readers using a screen Sava
reader. This also helps with search engine optimization.

>

[itl] Uploaded on: Jun 8, 2016 @ 21:57
Click the Update button at the upper right corner of the screen to save the File URL:
changes. https://walnutcreekteeth.com/wp-con
File name: smile-outline.png
File type: PNG
File size: 1 kB

Dimensions: 152 x 80

Delete Permanently

Insert artwork that's already been uploaded into a page or post:

Open the page where you want to insert artwork.
Text
Scroll down to where you want your artwork to appear, and click the cursor at the beginning of

&7 Add Medi
the paragraph. Then click the Add Media button. 2 =

B I s = ¥
Paragraph v U

The Insert Media screen will appear. You can upload files now, if you want. Or click the Media
Library tab to find one that's already uploaded.

When you click the Media Library tab, thumbnails of your site's images will appear. Click on the thumbnail of the image
you want, then review the information in the column on the right to make sure you've selected the correct image.

[—— Insert Media %

o CasT o

l@ mﬂlm,
= oA
%ﬁﬂ#ﬁﬁ

e
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If the Alt Text field is blank, fill it in.

For Alignment, click the drop down menu to select Left, Center or Right.

For Link To, change Media File to None.

For Size, change to Full Size.

Click Insert into page at the bottom right corner of the screen.

To edit an image:

Click on the image. Six icons will appear over it. The first four let you choose alignment of the photo: left, center, right,

none. The fifth is of a small pencil -- the Edit Image icon. The sixth is an X. This is the Delete Image icon. Click on the Edit
Image icon.

The Image Details screen will appear. You can change the alignment, size, link and alt text here. Click the Update button
in the lower right corner when your changes are complete.

Image Details

Caption

Alternative Text Smile outline

Edit Original Replace
DISPLAY SETTINGS

Align | Left = Center | Right | None
Size = FullSize-152x80 &

Link To = None

«

ADVANCED OPTIONS v

When your images are in the page, if you're in Visual Composer mode, click Save Changes to save the image. Scroll to the
top of the page and click Update again to save the page.

Add a link

To link to another page outside your site:
Open another window or tab in your browser and navigate to the page you want to link to in the page or post.
Click in the address line and highlight the URL. Type CTRL+C to copy the URL.

Go back to the page you're editing. Highlight the text you want to be linked. Click on the Insert/edit link icon.
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93 Add Media Visual Text
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Paragraph v U A v Om Ao ® Shortcodes v

This is the training page for Walnut Creek Pediatric
Dentistry. We have added a photo. Now we'll add a link.

11
>

Link to Catena Creations

A small window will appear. Click in the box. Type CTRL+V to paste in the link you just copied.

Link to Catena Creations

https://catenacreations.com l o

If you want the link to open in a new tab or window, or you need to search for a page on the website, click the gear icon
on the right. This will open another small window.
Insert/edit link x

destination URL

URL  https://catenacreations.com

Link Text Catena Creations

v/| Open link in a new tab
Or link to existing content

Search

I No search term specified. Showing recent items.

Sitemap PAGE
Services we provide PAGE
Payment information PAGE
Our office PAGE
Parents’ Day in kindergarten PROJECT
Reviews PAGE

Click the box next to Open link in a new tab if that's what you want it to do. Our rule of thumb is if the page is off the
site or you're linking to a PDF, it should open in another tab. If you're linking to another page on the site, it should open in
the same tab.

This is the training page for Walnut Creek Pediatric
Dentistry. We have added a photo. Now wle'll add a link.

Link to Catena Creations

Click the Update button. Your link should be underlined in the text.

If you're in Visual Composer mode, click Save Changes to save the link. Then scroll to the top of the page and click
Update to save your changes.
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Add a page to the menu » Appearance Themes

N . z, ; Customize
When you add a new page to the website, it isn't automatically added A Plugins @
; Widgets
to the menu. You need to move it there yourself. & Users g

1. Click on Appearance > Menus. 4 Tools

Background

2. Look at the Pages box. Scroll through until you find your new page.

3. Click on the box next to the page you want to add. Then click on Add to
Pages 4 Menu.

e ekl S 4. The new menu item will appear at the bottom of the list.

Sitemap Mo e Wi e  sove o |
Menu Structure

Services we provide

Payment information

Reviews About
Contact us Mt the st
About us our ofice
Our office
Home
Select All Add to Menu
Posts v Yor doctors
Custom Links v —
Categories v

Menu Settings

5. Click, hold and drag the item so it lands where you want it.
6. Click Save Menu in the bottom right corner of the page to save your menu.

7. Go to the website and click the refresh button to load the new page. Check to make sure your menu item appears.

WordPress maintenance and updates

The WordPress system will update automatically as new versions are posted. You'll need to keep an eye on your site to
make sure an update doesn't break something.

From time to time, when you sign in to your site you'll get a notice that a plug-in needs to
be updated. There will be a number in a red circle next to the Plugins link.

¥ Appearance

s+ Plugins 2
To update a plugin:

e Users
1. Click on the Plugins link.

/ Tools

2. Scroll down to the plugin where the background has changed from blue to pink. This is
the plugin that needs to be updated.
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3. Click the update now link.

WP-SpamShield An extremely powerful and user-friendly all-in-one anti-spam plugin that eliminates comment spam, trackback spam, contact
Settings Deactivate Edit form spam, and registration spam. No CAPTCHA's, challenge questions, or other inconvenience to website visitors. Enjoy running a
WordPress site without spam! Includes a spam-blocking contact form feature.

Version 1.9.5.1 | By Scott Allen | View details | Documentation | Support | Donate

<> Thereis a new version of WP-SpamShield available. View version 1.9.5.2 details or update now.

4. The red arrows will rotate while the update is being processed. When it's finished, the box will turn blue and the screen
will say Updated!.

WP-SpamShield An extremely WP-SpamShield

Settings Deactivate Edit form spam, a Settings Deactivate Edit
WordPress sit
Version 1.9.5.'

O Updating... v Updated!

There is one other plugin included in the theme that also needs to be updated: the Main Mega Menu. You can find it
under Appearance > Install Plugins. To update this, click the Update link.

NOTE: | have had problems in the past with the automatic update for this. If that happens, please email me and I'll
contact support.

Slider Revolution also will need to be updated. | am checking with support on how to update this.

Logging out
When you're finished updating the site, please log out.

In the upper right hand corner will be an area that says Howdy, Walnut
Creek. Click on this area, then click on the Log Out link.

Walnut Creek

You will be returned to your login screen.
Edit My Profile
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You are now logged out.
Username or Email

Password

Remember Me

Lost your password?

+ Back to Walnut Creek Pediatric Dentistry

Sometimes if you have multiple pages open, when you log out of the last page, you will get a message that asks, "Are you
sure you want to log out?" The words log out will be highlighted. Click on that link and you will log out.

You are attempting to log out of Walnut Creek Pediatric Dentistry

Do you really want to log out?
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