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Step 1:

Type in your Admin URL into browser’s address

e.g. https://www.yourdomain.com/wp-admin/

NNNNN

Backend Access

bar.

G Search the Web

In 0o ®

ol

Step 2:

Type in your username and password then click Log in button.

Username or Email Address

Password

=

(") Remember Me



https://www.yourdomain.com/wp-admin/
https://www.yourdomain.com/wp-admin/
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Updating Pages

Step 1:
Once logged into the admin backend, go to Your Domain - Visit Site on the
top toolbar:

Step 2:

From website’s navigation, click on a page you wish to update.

e.g. For instance, in below sample website, we want to update page “About”.
Click on it.

Your Domain Mestte  ANlProducts ‘Spor bou ol

Best Quality Products

Join The Organic
Movement!

VEGGIES




) WOWEBSITES

Updating Pages

Step 3:

Selected page will appear. Click

Edit with Elementor

button located on top

toolbar (you will then be redirected to admin backend).

We Are Your Favourite Store.

About Us

YourDomain . .--ﬁ A Produts | spon Teheclogy Comact  News  Account < Bujnow [

Step 4.

Scroll down to a section you wish to edit (click the pencil Icon WX ).

a'e Are Your Favourite Store. ©

About Us
4
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Updating Pages

Step 5:

Once you click on the pencil icon " | you may now edit on the left panel editor.
When finished editing, click [IEEZEENE button at the bottom of left panel editor.

About Us
- 4

Ele Are Your Favourite Store.

5,000+
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Creating Blog Posts

Step 1:

To create a new blog post, access admin backend (see page 3) and on the left
admin menu go to Posts - Add New:

Uploaded Files
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Step 2:

Creating Blog Posts

This is where you enter the title, text content for your post. Under Categories

on the right side of the page, tick Blogs:

E«EXI LSO EG B

sesons e o

nnnnnn

Step 3:

To upload an image, scroll down and on the right panel go to

Featured Image - Set Featured image:

“““““““
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Creating Blog Posts

Step 4.

When Setting Featured Images, you may:

4.1) Upload Files - upload images from your own device.
4.2) Media Library - may select images already uploaded to the media library.

Note: Recommended image size is 900 by 600 pixels size.

4.1) Upload Files

4.1.1) Drag files to this box or Select Image files from your device.
Automatically, the image you’ve selected will be added to the Media

Library.

Featured Image

4.1.2) Uploaded image will automatically be selected from Media
Library. To ensure image recommended size, view attachment details
on the right and image size should appear 900 x 600 pixels:

,@\nlgl_w
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Creating Blog Posts

4.2) Media Library

4.2.1) Select an image from Media Library. Once an image is selected,
Attachment Details will appear on the right. Ensure that the image

size is 900 x 600 pixels:

Once uploaded, you may see featured image on the right panel. You
may edit/update/remove the featured image.

10
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Creating Blog Posts

Step 5:

To view your newly created blog post, under Publish you may click on Preview
button to view on a browser. To save your post, click b

Add New Post

New Blog Post

egbonietcingetog: st o |

Visblty: Public it
—— L sely £t
(9 00 e | [ 2 Form | [ P | —
gt "B I EEGEZZLS T B o MocuTo =
e ipsm dolor sit amet, sonsestetur adipiseing elit, sed do sinsmod tempor ingididunt utlabore | Format .
, auiz nestud exsrcitation wllameg laboris nisi ut
#

dolorin P ss Catagories

Uncategorized
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Updating Blog Posts

Step 1:

To update blog posts, access admin backend (see page 3) and on the left
admin menu go to Posts = All Posts:

@ Dashboard

Home

Step 2:

Scroll down to Posts, and choose a post you wish to update. Hover to each
post and Edit options will appear.

e.g. Let’s try to edit a blog post. Click edit from the options.

12
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Updating Blog Posts

Step 3:

You’ll be now in the WordPress Editor. Edit blog post title/content.

Screen Options ¥ Help ¥

Edit Post

* I This Is My Blog Publish .
Permalink: log-post/ | Eai

Status: Published Edit
[ cdit with Elementor 9 Status: Published Edit

@® Visibility: Public Edit

[ 8] Add Media

(i) Published on: Mar 2, 2020 at 18:04
[Igj Add Form H = AddForm ] Visual | Text Edit

== = Moveto Trash

adipiscing elit, sed do einsmod tempor

Pasgeph v B I E I & =

Lorem ipsum dolor sit amet,

Format v
ingididunt ut labore et dolore magna aliqua. Ut gnim ad minim yeniam, guis nostrud
* exervitation wllamep laboris isi ut aliguip ex ea commodo consequat. Duis aute irure
Categories -
dolor in reprehenderit in yoluptate velit esse cillum dolore eu fugiat nulla pariatur. B
‘Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit All Categories. Most Used
anim id est laborum| T
() Lifestyle
O Neque
() News
() sport
(0 Technology
0

Once done updating content, click UPDATE button on right panel under
PUBLISH.

Publish 4

Preview Changes

¢ Status: Published Edit
® Visibility: Public Edit
#0) Revisions: 6 Browse

m Published on: Feb 22, 2020 at 03:48
Edit

1 Readability: Needs improvement

V! SEC: 0K

Copy to a new draft

Move to Trash r
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Creating New Pages with Elementor

Step 1:

Firstly, access admin backend (see page 3) and on the left admin menu go to
Pages - All Pages:

Step 2:

Scroll down until Pages admin menu appears.

14
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Creating New Pages with Elementor

Step 3:
To create a new page, we will be duplicating an existing page that is in a way

similar to the page you wish to create. As you hover to any existing page,
editing options will appear below on each listed existing page:

Edit Quick Edit Trash View Clone MNew Draft Edit with Elernentor

In this example, we will try to create a new page similar to the parent page
About. Click Clone.

Snep — Shop Page

Step 4.
A new page “About — Draft, Elementor” will be created and added to the list
of existing pages. Locate the newly created page from the list and click Edit.

Pages [Aanen |

Tale
Aot e
! Apout -
Checkt — Chackot Page
e, B

15
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Creating New Pages with Elementor

Then, you’ll be in what’s called the WordPress Editor.

Edit Page [
About

Step 5:

Edit the title.

it Page [

Step 6:

Under Page Attributes > Parent on the rightmost panel, select from the list
box if desired newly created page is under a parent page. Hence, if a newly
created page is a parent, select “(no parent)”.

Say, for this instance, we will select parent “About”

[ Page Attributes A]

Parent

e

Template

Default Template W

Order

Cn

Meed help? Use the Help tab above the
screen title.

16
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Creating New Pages with Elementor

Step 7:

Under Publish on the rightmost panel, click Publish button.

Publish

.

¢ Status: Draft Edit

@® Visibility: Public Edit

[iif] Publish immediately Edit

[Y) Readability: Needs improvement

Y SEO: Not available
Copyto s new draft
Move to Trash Publish P

Once published, you will notice the URL link automatically added the name of
your newly created page under parent “About” page.

Edit Page

‘ New Page

link: hi .yourdomain.com/about/new-page,
€ Back to WordPress Editor

Step 8:
Click Edit with Elementor to further add/edit content of the newly created

page. You will then be redirected to admin backend.

Edit Page | Add New

New Page

Permalink: hitg://www yourdomain com/sbout/new-page/ | £on |

B Edit witn Elementor

17
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Creating New Pages with Elementor

Step 9:

Select section containing Header 1 and edit on the left panel editor. In this

instance, we will change it to “New Page”, Header 1 now will be updated to
“New Page”:

- New Page

\

Yoo Vo

ale Are Your Favourite Store.

Step 10:

You may now proceed to select any section you wish to edit. Click on the
pencil icon M +to further edit on the left panel editor.

S New Page

Ele Are Your Favourite Store,
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Creating New Pages with Elementor

Step 11:

Once done editing, click the EEINE button on the bottom part of the left
panel editor.

’ © °

New Page
> 4

Hle Are Your Favourite Store.
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Creating New Menu

Step 1:

In creating a menu, ensure that a new page was created prior. From the
Dashboard, go to Appearance-> Menus.

Step 2:

Scroll down to Edit Menus Tab. Ensure that in Select a menu to edit textbox,
“Main Menu (Primary)” is selected and then click button.

oef dpew

[}
§
I
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Creating New Menu

Step 3:

Under Add menu items > Pages > Most Recent tab, scroll down to search for
your newly created page (in our prior example, “New Page”) and select it.
Click Add to Menu button.

Step 4.

Scroll down to the bottom part of Menu structure to see your newly added
menu. (In our example, “New Page”)

21
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Creating New Menu

Step 5:

You may now drag the newly added menu item in the order you prefer.

T
u
-
comat
p— -
-
et ca s -
M
-
ST
J -
-
7 WooCommerc e
oy M
. M
- -
P an -
.
E oserngs T -
M
- .

Step 6:

Once done with repositioning your newly created menu, Click Save Menu
button.

Poste
produc
wstom Links
s . comm
rocuct cat oews
a
& e e .
' [ram——
........
Meny Setting:
Dalote Mooy
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Adding a New User (Author/Admin)

Step 1:

In adding a New User (author/admin), access admin backend (see page 3)
and on the left admin menu go to Users - Add New:

Step 2:

Completely fill out the form then for the “Role” field at the bottom, choose
the appropriate role for a certain user, whether admin or author. When done,
click “Add New User” button.

23
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Adding a New User (Author/Admin)

Step 3:

Added User (Author/Admin) will appear in the admin area. You may
edit/delete a user anytime by hovering over it and the editing options will
appear.

\\\\\

\\\\\

24
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Choosing A Blog Author

Step 1:

To choose the blog author, ensure that the author was created in the
backend (see page 23) prior to proceeding with the following steps:

Access admin backend (see page 3) and on the left admin menu go to Posts
-> All Posts:

Step 2:

Scroll down to Posts, and choose a post you wish to add a blog author. Hover
to each post and Edit options will appear.

e.g. Let’s try to add an author to an existing blog post. Click edit from the
options.

25
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Choosing A Blog Author

Step 3:

On the top right corner, click Screen Options fly down menu button.

arderess 54 is available! Pleass update no

Screen Options * || Help ¥
Edit Post [ addnew | l\

ThislsMyBlog | Publ h
Permalink:

rrrrrr

Step 4.

Tick the Author check box for the Author section to appear at the bottom of
the admin area.

Step 5:

Scroll down to the bottom of the page to see the Author section. Click on it to
show the Author drop-down list box.

26
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Choosing A Blog Author

Step 6:
Choose the author from the drop down list.

Author -

Author

Step 7:

Scroll back to the top and click Update button.

1 [ epyt
Edit Post [ asanew |
This Is My Blog Publch .

: bt/ e wealthyoptions info/new-biog-posy/|

¥ Sttus: Published Edit

® visibilty: Public Edit

) add edia | [ B ada Add Form Vil || To O eers 3 e
“

fiff Published on: Mar 2, 2020 at 18:04
FEE 3

Form
Pusgoph  + B I E

Lorem ipsum dolor sit amet, consactetur adipiscing alit, sed do eiusmod tempor

ineididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud

exereitation ullameo labors nisi ut aliquip ex ea commodo consequat. Duis aute irure rormat

dolor in it in veluptate velit Tlum dol fugiat nulla pariatur.
Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt .
Categories .
mollit anim id est laborum.
All Categories Most Used

¥ Blogs
Lifestyle

Neque

® News




