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1. Log-in screen

URL: http://wordz.biz/wp-login/

@WORDPRESS

Username

Password

(J Remember Me m

Lost your password?

+ Back to Comedy Scripts

Enter the required information.

Select Remember Me if you want your browser to remember your details (for next time) - this way
this screen is bypassed and you go direct to the admin dashboard.



2. Home Admin screen — Dashboard

This page gathers all of the most relevant info you need access to (and be aware of).
The Right Now box (highlighted below) has the information of most importance.

On the left of the box you can see how much content is currently live. Clicking each of the words
takes you to the relevant overview page - from which a new piece of content can be added if
desired.

If anyone has submitted any comments via the site they will show up in the right-hand column.

Howdy, lovatjgmailcom

Screen Options Help
Home
Updates @ Right Now QuickPress
sr Posts Content Discussion
(5 Media 1 Post 11 Comments
(g Add Media
Pages Q Pages 3 Approved
@ Comments 5 Categories O Pending
o O Tags 8 spam
[5] Appearance
£ Plugins @ Theme Twenty Thirteen with 4 Widgets
&, Users You are using WordPress 3.6.1. Save Draft Reset m
T4 Tools
(& Settings Recent Comments WordPress Blog
2 Tom Mst From lovatjgmailcom on Problems with kids # WordPress 3.7 Beta 1

Hi there. My “kid problem™ happened years ago and the kid is in Year 12 now doing

I'm pleased to announce the availability of WordPress 3.7 Beta 1. For WordPress 3.7 we decided to
well. twas a sleeping ...

shorten the development cycle and focus on a few key improvements. We plan to release the final
product in October, and then follow it in December with a jam-packed WordPress 3.8 release,

. . ) . which is already in development. Some |[...]
From lovatjgmailcom on Problems with kids #

My story sounds lame, | know, but at least it is true. My son started refusing school WordPress 3.6.1 Maintenance and Security Release

when he wasin ... After nearly 7 million downloads of WordPress 3.6, we are pleased to announce the availability of
version 3.6.1. This maintenance release fixes 13 bugs in version 3.6, which was a very smooth
release. WordPress 3.6.1 is also a security release for all previous WordPress versions and we

From Maillot de foot pas cher on At the Psychiatrist’s # strongly encourage you to update your sites immediately. [...]

Excellent composed. I truly enjoyed reading through this post, many thanks for

sharing. I hope that you keep updating the ...
Other WordPress News
All | Pending (0) | Approved | Spam (8) | Trash WPTavern: An Interesting Concept For Front-end Editing — Inline Access
WordPress.tv: Dustin Hartzler: 13 WordPress Mistakes to Avoid
Incoming Links WPTavern: Connect WordPress Sites to Your Gravatar Profile

This dashboard widget queries Google Blog Search so that when another blog links to your site it WordPress.tv: Patrick Rauland: Evaluating E-Commerce Solutions
will show up here. It has found no incoming links... yet. It's okay — there is no rush.

Gravatar: Add your WordPress sites to your Gravatar Profile

The menu items on the far left of the screen give direct access to control of your site — the most
important being Posts pages and Appearance. All items here are explained in further detail.

All of the other boxes on this screen are not as important — they’re really just there for your
information. If you hover the mouse pointer over the top right corner of each box a grey arrow
should show, allowing you to hide the contents of the box (if you don’t wish to see it).

At the very top of the screen will be a grey line with some links that are really just additional
shortcuts. To the far right of this line is your login name. Here you can modify your profile or
logout.

When you hover over Dashboard in the far left menu, two items pop out. Home (which just brings
you to this page, and Updates. These also appear below Dashboard as shown in the diagram.

Under Updates you are notified of your WordPress software version, and whether you are up to
date. A small number in a circle will indicate the number of updates that are available.

You will be given the option to update if needed. Updating generally does not affect your site.
Plug-ins do not always need to be updated, unless there is a significant change you are aware of.



3. Left Menu — Posts

By clicking on Posts found in the left menu you will arrive at this screen. It shows all of the posts
currently on the site and basic info regarding their status.

Howdy, lovatjgmailcom .

Screen Options v | | Help

{3} Dashboard s
= 5 Posts  Addnew

S
4 Search Posts

Al (1) | Published (1) | Trash

All Posts
Add New Bulk Actions 4 | Apply Showalldates 4  Viewall categories 4 | Filter | 1item

Categories
O Title Author Categories Tags L ] Date

(5) Media 0 Problems with kids lovatjgmailcom issues — 2013/10/02
¢ Published

[C] Pages

@ Comments

Tags

O Title Author Categories Tags L ] Date

1item

[ Appearance Bulk Actions  § Apply

£ Plugins @
&, Users

T} Tools

[27] Settings

& Tom Méte

In this section other items shown in the left menu are,
Add New - create and publish a new post

Categories — assign or create new categories

Tags — assign or create new tags (none are currently set). Tags become more relevant when there
is a lot of content to manage.

By selecting the checkbox to the left of each item you can perform bulk actions, like deleting a
number of items if many are selected.

By clicking on a Post title (highlighted) you will be taken to a screen where you can edit the
content.

As you hover over each item a number of additional links are displayed below the item name.
Edit | Quick Edit | Trash | View

These are just shortcuts to specific actions. | tend to just click the name to edit an item. So far my
most used link is Trash as it's a very quick way to delete an item.



4. Left Menu — Media

This page is simply a view of your current media library. For example, any images you upload
should show here. Once again, items can be managed individually or in bulk.

@) JanetsWordz.. 1 @ 4+ New Howdy, lovatigmailcom [l

A o Screen Opti Hel
{3} Dashboard [_LJ)’_E Med|a [_ibrary Add New reen Options elp

s Posts

Search Media

Library Bulk Actions s Apply Show alldates  § Filter 9 items
Add New (@] File Author Uploaded to L] Date
P!
Bages o head lovatigmailcom  Home, 2013/10/04 7 hours ago
(® Comments PNG
Appearance h]
/5/4 Plugins o =] i - rain lovatjgmailcom Problems with kids, 2013/1003
g PNG 2013/10/03

&, Users e
T} Tools

) (=] a doctor lovatjgmailcom Problems with kids, 2013/10/03
Settings : PNG 2013/10/03
53 Tom M8te

O

kids lovatjgmailcom Problems with kids, 201311003
PNG 2013/10/03

@] language lovatjgmailcom The Language Class, 2013/10/03
- PNG 2013/10/03
o
~
(=] truant lovatjgmailcom At the Psychiatrist’s, 2013/10/02
PNG 2013/10/02
(=] 15 school j At the s, 2013/10/02
PNG 2013/10/02
Vil
@] psych lovatjgmailcom At the Psychiatrist’s, 2013/10/02
PNG 2013/10/02
O = ~+@y cropped-91437_2310x.jpg - Header Image lovatjgmailcom (Unattached) 2013/09/29
JPG Attach
O File Author Uploaded to L Date
Bulk Actions : Apply 9 items

There is also an Add New link, however it's generally easier, and makes more sense, to add media
(upload) at the time of creating a new post/page/comment.



5. Left Menu - Pages

This is the section where you create new site pages. In the sub-menu you have options to view
All Pages or Add New page. Clicking on All Pages will display a screen similar to the one here,
showing a list of all current pages, both live and draft.

Pages are listed alphabetically, with sub-pages shown accordingly (as below in the diagram).

Actions available here are the same as noted earlier.

‘\7;‘/‘ Janet's Wordz.. o1 [ ] + New Howdy, lovatjgmailcom .

(3} Dashboard Screen Options Help
Pages AddNew
s~ Posts
. All(9) | Published () | Trash (4 Search Rages
BulkActions 4 | Apply Showalldates 4  Filter g items
All Pages O Title Author ® Date
Add New
M About lovatigmailcom 2013/09/28
© Comments Hubianed
=  Comedy Scripts lovatjgmailcom 2013/09/29
[0 Appearance o )
Published
£ Plugins @
M — Atthe Psychiatrist's lovatjgmailcom 2013/09/29
' g
&, Users - Published
“ Tools ) — Sick of School lovatjgmailcom 2013/09/28
. Published
Settings
) — The Language Class lovatjgmailcom 2013/10/03
I UEDLED - Published
M — The Truant lovatjgmailcom 2013/09/29
Published
) — Visiting the Doctor lovatjgmailcom 2013/10/03
Published
 Home lovatjgmailcom 2013/10/02
Published
[ |ssues lovatigmailcom 2013/10/02
Published
O Title Author L ] Date
Bulk Actions  § Apply 9 items

By clicking a page name you are taken to the page EDIT screen, as shown on the next page.



Janet's Wordz.. o1 [ J + New Howdy, lovatjgmailcom .

(3} Dashboard

Screen Options Help
} Edit Page Adanew
s~ Posts
(g5 Media Home Publish
Permalink: http/wordz.biz/| View Page Preview Changes
AllPages (55 Add Media Visual Status: Published Edit

Add New
B I e 3= i= &« =88 Visibility: Public Edit

I
i
Il

@ Comments
Revisions: 9 Browse

e This is a site where you can find humorous plays to read in class with your mainstream and

= ESL students. Published on: Oct 2, 2013 @ 18:56 Edit
£ Plugins @
B Users Hope you enjoy them. MoVeIDiTTash] Update
T} Tools
[27] Settings Page Attributes
i Tom M8te Parent
(no parent) s

Order
0

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

I
W

Also on this site is an invitation for you to send in your success stories with kids. If you Set featured image

Featured Image

have had a problem of any kind with kids (even if you aren’t the parent) and you have
handled it well, please send in your story so others can read it.

Path:p
‘Word count: 74 Last edited by lovatjgmailcom on 04/10/2013 at 11:57 am

Discussion

The biggest element here is the content entry box. Directly above it is an ADD MEDIA button.
Clicking this allows you to upload or insert a media object (such as an image).

At the top of the content entry area is a row of formatting icons - to format your text.
On the right of the screen are three boxes - Publish, Page Attributes and Featured Image.

The top box (Publish) gives you a series of actions, such as UPDATE. Any changes you make on
this screen require you to click the UPDATE button for changes to be pushed live.

The second box (Page Attributes) contains a very important feature that must be set for every
page you create. Every time a page is created you must set its Parent. This will define where the
page appears in your site navigation (menu).

No Parent will make your page appear as part of the top-level menu.

Other options you can select from include other pages already created that have No Parent as
well as pages that do have a Parent. These sub-pages appear as drop-down items in your menu
structure (on the live site). Most of the time you will choose one of the dropdown options as your
selection. Most of the No Parent pages already exist eg. Home, About etc.

There is a second element to determine your site menus. This is found under
Appearance>Widgets. Here you need to place the page you created as part of the menu. This is
discussed in a later section.

The bottom box (Featured Image) can be left alone.

On the EDIT page, scrolling further down will reveal another 4 large boxes..



Discussion - In The Discussion section there are 2 important checkboxes. These determine
if you wish to allow comments on the page. For most pages these are un-ticked
disallowing comments.

At the moment the only site pages allowing comments are for each of the plays and
within the Issues section.

Comments - The Comments section will display any related comments if they are present.

Revisions - The Revisions section shows each time the page has been UPDATED. If for
some reason you need to go back to an older version of the page you can simply click on
the relevant link.

Clever SEO Keywords - The Clever SEO Keywords section shows words in a grey box that
have been extracted from this page and are considered somewhat relevant to the
content. When you select a word its background turns green. Any selected words will be
inserted into page Meta Tags when the page is re-published, remember to click UPDATE
after selecting any words.

Selecting Keywords may help with your page being found via a search engine, however
there are many other factors involved in this that are out of your control, which play a
bigger role.



5. Left Menu — Comments

As with previous sections, the layout here is quite similar. This section simply shows all of the
comments submitted to date, either via the site or from within this Admin tool.

Janet's Wordz.. (B |

(3} Dashboard = Screen Options
) Comments

All | Pending (0) | Approved | Spam (8) | Trash (12) Search Comments

= Bulk Actions % | Apply Show all commenttypes % Filter 3items
[C] Pages
& A n lovatjgmailcom Submitted on 2013/10/04 at 5:47 pm Problems with kids
D lovatj@gmail.com Hi there. View Post
5/4 Plugins o 124.148.168.58 :
e 9 My “kid problem™ happened years ago and the kid is in Year 12 now doing well.
?}‘_7\ Users It was a sleeping problem. At three he just couldn't go to sleep. It worried both my husband, Jack, and me — me because | had
to get up to him and Jack because he got woken up when Bennie came into our room wanting to get into our bed or needing
T4 Tools adrink of water.
Settings I kept taking Bennie back to bed every time — which was tough but | stuck it out — but he didn't stop crying eventually which
they said he would. He cried for longer!
i5: Tom M8te Then Jack said, “Why don't you take him to a child psychologist?” (Notice he said “you” not “we” —and , in case, you are about

to ask, “Yes, we are still together.”)

So I did. The psychologist was not as impressive to look at as his credentials — not tall, curly yellow hair and hippyish clothes
—but he was interesting. He followed an approach called “Strategic Solutions” (something like that) and believed that we
should try all kinds of way-out things to see if one worked.

Not what I had expected. Of course, he also asked the usual questions — was he afraid, did Jack and | argue loudly, did he
wet the bed (Bennie, that is, not Jack)

But after a day of talking sensibly he got on to brainstorming where we wrote down a whole range of things we would never
think of as solutions.

To cut a long story short... we tried moving Bennie's bed away from the window and against the wall that divided our
bedroom from his.

I can'ttell you why but Bennie loved his new room (we hung up new pictures as well and got a new doona) and was really
quite excited about going to bed the first night. And you won't believe this? He went to sleep. He took a new animal with him
and apart from calling out for yet another glass of water, he went to sleep.

It sounds mad but Terry, the psychologist, had a list of other weird ideas that had also worked for other people — just getting
new doona and toys worked for some, sleeping with an older sister worked for another and for someone else having a TV in
the room. The last wouldn't appeal to many but apparently the parents were so happy about getting a good night's sleep they
were willing to compromise.

So there you are...that is my story and itis true.
Good luck everyone.

0 lovatjgmailcom Submitted on 2013/10/04 at 7:25 am Problems with kids
- lovatj@gmail.com . View Post
110.149.193.3 My story sounds lame, | know, but at least it is true.
My son started refusing school when he was in Year 10. | had to come home from work when | could in the morning and get
him out of bed, then drive him to school. | couldn't always make it. Then we got a report saying they would be happy when he
could putin a five day week at school — which gave me a slight suspicion that he was even wagging. It kept on for the whole
of the year.

Atthe end of the year they had a careers talk and someone came out from the Australian Customs. Suddenly he was much

heinhine Lthint b wnn hanaiion ha anild ant o mnad lnh and nat v i ma e ohichs maee o

The top row of links (directly under the Comments heading), also show you current stats. How
many are pending, how many require approval, how many that have been marked as spam (and
removed, and how many have just been trashed.

This time, if you need to edit a comment for any reason, a set of links is displayed below the
comment as you hover your mouse anywhere over the comment. By clicking the EDIT link you
are displayed the following page.

{3} Dashboard — .
~) Edit Comment
s~ Posts
() Media Author Status
Pages Name: lovatjgmailcom View Comment |

== Py—
E-mail (send e-mail):

lovatj@gmail.com 0

[E5) Appearance Ospam

£ Plugins @
&, Users

" Move to Trash Update
T} Tools b | i |link| bquote | det| ins|img| u | ol | 1i | code| close tags
[37] Settings

53 Tom M8te

URL:
[i3] Submitted on: Oct 5, 2013 @ 7:32 Edit

Thanks. S8 glad it turned out alright eventually!!

Congratulations and all the best

Once again, if you make any changes here you must click the UPDATE button for your changes to
be reflected on the live site.

You can edit the main text, modify the name and change or delete the email address.



6. Left Menu — Appearance

This is the first of the non-content related sections.

The Appearance section is mainly related to you chosen site theme. Sub-sections (visible as sub-
menus in the left hand column) include the following,

Themes - the starting page
Customize

Widgets

Menus

Header

Editor

Themes dictate the overall style of your site. Currently the Twenty Thirteen theme is being used.
There are hundreds of other themes that are available.

The Available Themes section on the page shows other themes that have been installed, however
are not being used.

There are two tabs at the top of this screen — Manage Themes (default - links are the same as the
sub-menus) and Install Themes.

Install Themes simply provides a more detailed set of options for searching amongst the many
hundreds of WordPress themes.

@  Janet's Wordz.. Howdy, lovatigmailcom [l

(;} Dashboard ‘ Help

s Posts
(5 Medi Current Theme
[C] Pages — _

. By the WordPress team  Version 1.0
(> Comments

The 2013 theme for WordPress takes us back to the blog, featuring a full range of post formats, each displayed
beautifully in their own unique way. Design details abound, starting with a vibrant color scheme and matching
header images, beautiful typography and icons, and a flexible layout that looks great on any device, big or
small.

Themes
Customize
Widgets
Menus

Customize OPTIONS: Widgets Menus Header

Header
Editor

£ Plugins

&7 gl o Available Themes Search Installed Themes | Feature Filter
& Users
T} Tools
Settings

33 Tom M8te

Fine Twenty Twelve
By CyberChimps By the WordPress team

Activate = Live Preview = Details Delete Activate = Live Preview Details Delete




6.1 Customize
This section allows you to define some of the graphic elements common for the site. A
preview of your site home page is displayed on the right.

Those elements include,
Site Title & Tagline - very self-explanatory — these can be changed
Colours - only allows you to change the colour of the header text

Header Image - select which header image is to be used. Either one you have
previously uploaded or a default theme image.

Navigation - Select a menu style you have created. See ‘Settings>Menus' for
further detail.

Static Front Page - Set which page is your home page and which is your blog style
page (posts). You can also set whether your home page is a static page or displays
your posts.

Clicking on the small down arrow to the right of the menu name expands each section.

cise ‘
You are previewing t, W d
Twerty Thiteen Janet’s Wordz..
lays and thoughts
Site Title & Tagline My plag 9
Colors
Header Image ‘
Navigation Home About Comedy Scripts Issues Q
Static Front Page
HO | | l e Recent Posts
Kid Problem
This is a site where you can find humorous plays to read in class with your mainstream My Story
and ESL students. Problems with kids
Hope you enjoy them.
Recent Comments
Liz on Problems with kids
Rani P on Problems with kids
Maillot de foot pas cher on At the
Psychiatrist’s
Also on this site is an invitation for you to send in your success stories with kids. If you
have had a problem of any kind with kids (even if you aren’t the parent) and you have
handlad it wall nlaaca cand in uniir etanien athare ran road it
6.2 Widgets

In computing a software widget is, “a generic type of software application comprising
portable code intended for one or more different software platforms” (Wikipedia, 2013). And
when looking at a user interface a widget can be thought of as, “a reusable element of a
graphical user interface” (Wikipedia, 2013)

Within WordPress a number of widgets are available to help easily define certain sections
of the site presentation.

This section allows you to setup which widgets are used across the site, and where.

At the moment 4 widgets are in use. Two are currently used in the Main Widget Area, and
two in Secondary Widget Area.

To select/deselect widgets simply drag them to/from the respective section on this page.



{3} Dashboard
s Posts
Media
0] Pages

(@ Comments

Themes

Customize
Widgets
Menus
Header
Editor

£ Plugins @
2, Users

T} Tools
Settings

& Tom Mste

E0] Widgets

Available Widgets

Drag widgets from here to a sidebar on the right to activate them. Drag widgets back here to deactivate them and delete their seftings.

Archives
Amonthly archive of your site's posts
Custom Menu

Use this widget to add one of your custom

menus as a widget

Recent Comments

The most recent comments

Search

Asearch form for your site

Inactive Widgets

Calendar

Acalendar of your site’s posts

Meta

Log infout, admin, feed and WordPress
links

Recent Posts

The most recent posts on your site

Tag Cloud

Your most used tags in cloud format

Drag widgets here to remove them from the sidebar but keep their seftings.

Categories

Alist or dropdown of categories
Pages

Your site's WordPress Pages
RSS

Entries from any RSS or Atom feed

Text
Abitrary text or HTML

This is the location on the site (in the footer).

Search ...

Archives

October 2013

Screen Options v | | Help

Main Widget Area
Appears in the footer section of the site.

Search

Archives

Secondary Widget Area
Appears on posts and pages in the sidebar.

Recent Posts.

Recent Comments

Available Widgets - these are all of the widgets that can be used.
Inactive Widgets - these widgets are still operational but not visible on the site.

Main Widget Area - Currently contains the Search and Archives widgets



Secondary Widget Area — currently contains the Recent Posts and Recent Comments
widgets.

This is the location on the site (to the right of every page).

Home About Comedy Scripts Issues Q
H 0 | l | e Recent Posts
Kid Problem
This is a site where you can find humorous plays to read in class with your mainstream My Story
and ESL students. Problems with kids

Hope you enjoy them.

p Recent Comments
Liz on Problems with kids
Rani P on Problems with kids

Maillot de foot pas cher on At the
Psychiatrist’s

<
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6.3 Menus
This is the section in which the navigation structure (menus) needs to be set up.

At the top of the screen are two tabs — Edit Menus and Manage Locations. The second tab
(manage locations) can be ignored. Within Edit Menus are the following boxes,

Pages - this defaults to Most Recent - it will contain any pages created so far and
be structured as per the Parent settings already made. When a new page is
created it will appear in this list. For it to appear on your site (in the desired place),
select its checkbox then click Add to Menu. It should now appear on the right
hand side within the menu structure. You will need to click Save Menu for your live
site to be updated.

Links and Categories - for these to appear click on the small grey down arrow.
Nothing needs to be done in each of these areas.

Under Menu Structure in the right hand box, you can drag the menus to be in any desired
order. Currently this does not need to be altered.

Under Menu Settings, Navigation Menu should remain ticked. This activates your menu
structure.



Howdy, lovatigmailcom

Janet's Wort
(3} Dashboard = ,
\‘ED\ Edit Menus
5P Posts
Media
Edit your menu below, o create a new menu,
Pages
© Comments
Pages
Themes MostRecent View All Search
Customize
(O Home
Widgets -
N Oissues
Meonus () Comedy Scripts
Header (O Visiting the Doctor
Editor (The Language Class
O The Truant
% - =]
£ Plugins @ (0 Atthe Psychiatrists
8, Users (OSick of School
— (O About
T} Tools
Settings SelectAll Add to Menu
& Tom Mste
Links
Categories

Changing The Menu Structure

Menu Name  Menu 1

Menu Structure

Screen Options v | Help

Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.

Home

About

Comedy Scripts

Visiting the Doctor s

The Language Class su

The Truant s

Atthe Psychiatrist's

Sick of School

Menu Settings
Auto add pages

() Automatically add new top-level pages to this menu

Theme locations
@ Navigation Menu

Delete Menu

1. go to www.wordz.biz/wp-admin

Page

Page

Page

Page

Page

Page

Page

Page

Page

2. gotothe Pages menu item, and click on the School Days page
3. change the Parent item in the right hand box to Comedy Scripts (ie. School Days will be

under Comedy Scripts)

@)  Janet's Wordz. ® 4 New ViewPage
E Edit Page  Adsnew

() Dashboard

57 Posts
(3 Media School Days

d=216/ View Page

AllPages ) Add Media
Add New

B I w [PR= = B

© Comments
E5 Appearance
£ Plugins @
2, Users
T} Tools

57 Settings

& Tom Mete School Days

The classroom
Characters

Ms Mouth
Larry
Garry
Harry
Betty
Netty
Hetty

Ms Mouth looks at the roll.
MsMouth - Garry, you missed school yesterday, didn't you?

Garry - No, not really, Miss. It was good at home.

Ms Mouth sighs.

Ms Mouth - All ight, then, line up and put your homework on the table.

Clese linas in,

4. click on the blue Update button

Visual | Text

Houcy,lovaigmaicom [l

‘Soreen Options v | Help

Publish

Preview Changes
Status: Published Edit
Visibilty: Public Edit

Revisions: 7 Browse

£ Published on:Oct 13,2013 @ 12:

Move to Trash

Page Atributes

Parent

Comedy Scipts P “

o

Need help? Use the Help ab i the upper right
of your screen.

Featured Image

Setfeatured image

Save Menu

‘Save Menu

Change to
be Comedy
Scripts




5. now go to the Appearance>Menus section via the left menus

e —— ]

(& Dashboard = Screen Optons v/ | Help

B Edit Menus

5 Posts =

) Media
H Edityour menu below,or reato a now meny

0 Pages

Pages

Mo Namo. a1 ==

e oend o |
Categories Atthe Psychiatrist's
Menu Settings
revgmon s
6. if not already added, select School Days in the left hand Pages box then click Add Menu
7. School Days will now appear as an item within the Menu Structure on the right.
8. Drag the School Days item to be where you want it (ie. as part of Comedy Scripts)
9. Click the blue Save Menu button.
10. It should look like this (below) (School Days was placed just below The Classroom, as part

of Comedy Scripts)

note: the order here will reflect the order as it appears on the live site

Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of the item to reveal a

Home

About

Comedy Scripts

Visiting the Doctor sut

The Language Class su

The Truant sub jterr

At the Psychiatrist's

Sick of School <

The Classroom s

School Days sub it

Stories

11. Go to the live site and refresh the page. It should now reflect the change just made.



Janet's Wordz..

My plays and thoughts

Comedy Scripts Stories
Visiting the Doctor

The Language Class

The Truant

fn 5 plays to read in class with your mainstream
At the Psychiatrist’s

Sick of School

The Classroom

School Days



6.4 Header
The heading at the top of this screen is Custom Header. This screen allows you to change
the header image and the colour of the main site title. It shows a Preview of the header as

it currently appears, and includes a number of options that are self-explanatory.

@) Janet's Wordz..
&} Dashboard = Lol
|57 Custom Header
s~ Posts
Header Image

(5 Media

[C] Pages Preview

© Comments

— ets

Customize

Widgets ays and thoughts

Menus

Header

Editor

£ Plugins @

SelectImage You can select an image to be shown at the top of your site by uploading from your computer or choosing from your media library. After selecting an image you will be able to crop it.

&, Users Images of exactly 1600 x 230 pixels will be used as-is.

Th Tools Choose an image from your computer:

Settings No file chosen Upload

& Tom M8te O choose an image from your media library:

Choose Image

<) Collapse menu

Uploaded Images

Default Images

Remove Image

You can choose one of your previously uploaded headers, or show a random one.
O e~

Ifyou don't want to upload your own image, you can use one of these cool headers, or show a random one.

O Random: Show a different image on each page.
- - w
o MREERT o T4 - T S

This will remove the header image. You will not be able to restore any customizations.

Remove Header Image

Resetimage This will restore the original header image. You will not be able to restore any customizations.
Restore Original Header Image
Header Text
Header Text @ Show header text with your image.
Text Color

[l soct oo



6.5 Editor

This screen is only really for advanced users that know what they are doing. By default it
shows the stylesheet template. The stylesheet (style.css) defines the physical presentation

of the site. A user can make changes to this and clicks Update file to push any changes to
the live site.

A list of all the site templates is on the right hand side of this screen.

Typically, a user does not need to make changes to any of these files.

Janet's Wordz..

Howdy, lovatigmailcom

(3} Dashboard

Help

|&7 Edit Themes
5P Posts T

Twenty Thirteen: Stylesheet (style.css) Selecttheme toedit: Twenty Thirteen &  Select
Media

. i Templates

Sose :heme Name: Twenty Thirteen )] 404 Template
© Comments Theme URI: http://wordpress.org/themes/twentythirteen (404.php)
N Author: the WordPress team

¢ " Archives
Author URI: http://wordpress.org/ (archive.php)

Description: The 2013 theme for WordPress takes us back to the blog, featuring a full range of post formats, each displayed beautifully in

Themes their own unigue way. Design details abound, starting with a vibrant color scheme and matching header images, beautiful typography and author-bio.php

icons, and a flexible layout that looks great on any device, big or small. Author Template
Customize Version: 1.8 (author.php)
Widgets License: GNU General Public License v2 or later Category Template
Menus License URI: http://www.gnu.org/licenses/gpl-2.8.html

1 i i 3 (category.php)
Tags: black, brown, orange, tan, white, yellow, light, one-column, two-columns, right-sidebar, flexible-width, custom-header, custom-menu,

Header editor-style, featured-images, microformats, post-formats, rtl-language-support, sticky-post, translation-ready Comments
Editor Text Domain: twentythirteen (comments.php)
content-aside.php
£ Plugins @ This theme, like WordPress, is licensed under the GPL. content-audio.php
Use it to make sonething cool, have fun, and share what you've learned with others. content-chatphp
& Users /
© content-gallery.php
T} Tools content-image.php
et 7 content-link.php
ings . 5
g * Table of Contents: contontnone.php
& Tom Mste * 1.8 - Reset content-quote.php
* 2.0 - Repeatable Patterns content-status.php
* 3.0 - Basic Structure content-video.php
4.0 - Hea?er‘ content.php
L 4.1 - Site Header
* 4.2 - Navigation 4 Footer
* 5.8 - Content (footer.php)

Theme Functions
(tunctions. php)
Update File Header
(header.php)
Image Attachment Template
(image.php)
back-comoat.oho



7. Left Menu - Plug-ins

“...aplug-in ... is a software component that adds a specific feature to an existing software
application. When an application supports plug-ins, it enables customization. The common examples
are the plug-ins used in web browsers to add new features such as search-engines, virus scanners, or
the ability to utilize a new file type such as a new video format. Well-known browser plug-ins include
the Adobe Flash Player, the QuickTime Player” (Wikipedia, 2013)

Within the WordPress admin site this section displays the current status of plug-ins available to
the administrator. Generally, nothing needs to be done on this screen.

Active plug-ins are in bold, and the interface will tell you if any updates are available. You do not
always need the latest version of a plug-in installed.

Each plug-in typically has the following actions available -
Activate/Deactivate | Edit | Delete

Other options in the main menu on the far left include Add New (allows you to browse all of he
available plug-ins), and Editor (again this is only for advanced users and allows editing of plug-in
code). The Editor screen never needs to be touched.

@ JanetsWordz. 1 @  + New Howdy, lovatigmailcom [l

¢} Dashboard 2, X Screen Options v | | Help
- £% Plugins  AddNew

sr Posts
Search Installed Plugi
) All(7) | Active (2) | Inactive (5) | Update Available parch nstalled Bugine,
(35 Media
] Pages BulkActions | Apply 7items
@ Comments O Plugin Description
{5 Appearance O Akismet Used by millions, Akismet is quite possibly the best way in the world to protect your blog from comment and trackback spam. It keeps your site protected from spam even while you sleep.
Activate | Edit Delete To get started: 1) Click the "Activate" link to the left of this description, 2) Sign up for an Akismet AP key, and 3) Go to your Akismet configuration page, and save your APl key.

& Plugins 1

Installed Plugins .

[ Clever SEO Keywords Awordpress plugin that allows you to auto create meta keywords and description based on the headers within your pages.

Add New Deactivate | Edit

Editor Version 4.1 1 Visit plugin site
&, Users O GoDaddy Quick Setup Get your site started in ten minutes by answering some easy questions. Use our beautiful themes and popular plugin configurations to get your website started quickly.

= Activate | Edit| Delet

= v i hek Version 1.04 | By GoDaddy.com, LLC | Visit plugin site
T} Tools

- O Hello Dolly This is notjusta plugin, it the hope and of an entire summed up in two words sung most famously by Louis Armstrong: Hello, Dolly. When activated you

Settings Activate | Edit] Delete will randomly see a lyric from Hello, Dolly in the upper right of your admin screen on every page.
& Tom M8te Version 1.6 By Matt Mullenweg | Visit plugin site

Jetpack by WordPress.com  Bring the power of the WordPress.com cloud to your self-hosted WordPress. Jetpack enables you to connect your blog to a WordPress.com account to use the powerful features normally
Activate | Edit| Delete only available to WordPress.com users.

Version 2.3.3 | By Automatic | Visit plugin site
There is a new version of Jetpack by WordPress.com available. View version 2.5 details or update now.

) Tom Mste Tom-M8te provides useful functions that you can use in your plugins. Such as a nice function for adding social share links and database manipulation functions.

1e it
B Version 1.4.8.1 | By TheOnlineHero - Tom Skroza | Visit plugin site

(0 Weicome to WordPress Optimal configuration and additional help for your WordPress site. This was installed when your account was setup.

Activate | Edit] Delet
vatie SiCR ek Version 1.0 | By Starfield Technologles

O Plugin Description

BulkActions 4 = Apply 7items



8. Left Menu — Users

This menu option is quite straightforward. The screen simply displays current registered user
(profiles) for the site. If you click on the name (email address) it shoes an Editor screen where you
can modify details for the user account.

The main screen defaults to All Users. Other sub-menus are Add New and Your Profile.

Howdy, lovatigmailcom [l
Screen Options Help

@  Janets Wordz.. Q1

{3} Dashboard

:}Q‘ Users AddnNew

s~ Posts
Search Users
. All (1) | Administrator (1)
Media
Pages Bulk Actions § = Apply Changeroleto... % Change 1item
@ Comments O Username Name E-mail Role Posts
Appearance =) lovatjgmailcom lovatj@gmail.com Administrator 1

£ Plugins @

0 N -] i
S - o =

All Users Bulk Actions § = Apply
Add New

Role Posts

1item

Your Profile
T} Tools
Settings

5 Tom M8te



9. Left Menu - Tools

Very little requires attention in the Tools section. The screen defaults to Available Tools with other
sub-menus being

Import - if you want to load content from another system

Export - allows you to export as WordPress XML. A handy feature that allows you to keep
a back-up of site content.

@) JenetsWordz.. 1 @ 4 New Howdy, lovatigmailcom [l

¢} Dashboard A=ap Help
[[) Tools

s Posts

= Press This

(5 Media
Press This is a bookmarklet: a little app that runs in your browser and lets you grab bits of the web.

Pages

Use Press This to clip text, images and videos from any web page. Then edit and add more straight from Press This before you save or publish itin a post on your site.

(@ Comments
Drag-and-drop the following link to your bookmarks bar or right click it and add it to your favorites for a posting shortcut.

Appearance
£ Plugins @ [ Press This

&, Users

m Categories and Tags Converter
If you want to convert your categories to tags (or vice versa), use the Categories and Tags Converter available from the Import screen.

Avalilable Tools
Import
Export

Settings

9 Tom M8te



10. Left Menu — Settings

The Settings section allows you to set up your site to suit your needs. There are a number of
important settings here.

All of the following settings have already been configured for wordz.biz

The screen defaults to General Settings. Here you will find things such as Time Zone and Date
Format. Typically, once set, nothing needs to be changed here - the same goes for the following
sub-menus

@  Janets Wordz.. Howdy, lovatjgmailcom .
{3} Dashboard = Help
{at o .
[I7| General Settings
sr Posts
5 Site Title ¢ .
(3 Media Janet's Wordz.
Pages Tagline My plays and thoughts
"\:‘ Comments In a few words, explain what this site is about.
B Address (URL) http://wordz.biz
£ Plugins @
Site Address (URL) http://wordz.biz
& Users
— Enter the address here if you want your site to be different from the directory you installed WordPress.
T4 Tools
E-mail Address lovatj@gmail.com
General This address is used for admin purposes, like new user notification.
Writing
Reading Membership (0 Anyone can register
Discussion
iscusst New User Default Role Subscriber N
Media
Permalinks Timezone UTC+10 s UTC time is 2013-10-64 8:32:68 Local time is 2013-16-64 18:32:08
53 Tom M8te Choose a city in the same timezone as you.
Date Format (O October 4,2013
(2013/10/04
(0 10/04/2013
® 04/10/2013
() Custom: dim/Y  04/10/2013
D 1 on date and time formatting.
Time Format ®6:32 pm

0632PM
01832
(O Custom: gia 6:32 pm

Week Starts On Monday 5
Other sub-menus are,

Writing — Settings specific to writing (or submitting content). Once set little needs to be
changed.

Reading - Settings specific to Reading (or viewing) site content. Once set little needs to be
changed.

Discussion — Settings specific to site discussion (typically via blog posts and comments).
Additionally here you can set your comment moderation workflow (if required), and
Blacklist any comments with specific words.

In this section you are also given the ability to modify your Avatar if desired.
Once all of this has been set initially little needs to be changed.

Media - Here you are given a few media settings. You can define the sizes you wish to
have as options for any Media you upload. Once set little needs to be changed.

Permalinks — This screen typically requires no action. Here your site URL structure is set,
and you can select from a number of common options or define a custom URL structure.
Once set little needs to be changed.



11. Plug-in’s — Tom M8te

The Tom M8te plug-in is required for the Clever SEO plug-in to operate.
Sometimes some plug-ins show in the left menu - this does not happen for most plug-ins.

There is nothing to do here, and nothing that needs to be done. Further activities are entirely
optional, and are typically for very advanced users with Database skills.

Janet's Wordz..
&} Dashboard
@ Tom M8te
s~ Posts
% Media Method name Parameters Description
Pages tom_get_month_list() Returns an array of months of the year.
Comments N -
tom_add_social_share_links($url) $url = (string) The url of a site you Creates a share website link for Facebook and Twitter.
— wish for your users to share.
Appearance
o -
,5/ Plugins o tom_write_to_file(Swrite_content, Slocation) $write_content = (string) Content to Save contentto a file.
&, Users save to file.
$location = (string) The physical file
Tf Tools location of the file to save the
. contentto.
Settings
tom_javascript_redirect_to($url, $url = (string) The url to direct the Redirects the page to a particular url using javascript. Sometimes this is easier then using php redirect, because
$non_javscript_content = ") page to.
Tom M8te
Settings Snon_javscript_content = (string)
(optional) Textual content for those
who do not have javascript enabled.
tom_titlize_str(Sstr) $str = (string) The string you wish to Titlizes a string. For example: status_level would become Status Level.
titlize.
tom_is_valid i =(string) The string to test | Checks to see if the parameter is a datetime. Returns true if its a date or datetime, False if its not.
for datetime.
tom_is_valid_email(Semail) $email = (string) The string to testfor | Checks to see if the parameter is an email. Returns true if its a email, False if its not.
email.




12. Search Engine Optimisation (SEO) with WordPress

Typically, all WordPress does is open up your site and make it available to be crawled by search
engines. If you don’t want this to happen, this can be changed under Settings.

By default WordPress does not include Meta Tags in site headers (these are where you put
keywords).

It takes time for keywords to have any effect, maybe weeks. At the same time, others are most
likely using the same keywords and have probably had their site live longer.

Today, due to the sophistication of browsers and through better accuracy of content, keywords
do not play as important a role as they used to. More detail is available here,

http://www.googlekeywordtool.com/

The Clever SEO plug-in has been installed, thus allowing keywords to be extracted, selected and
published in Meta Tags for each page. This may help with appearing on search engine pages, but
in no way guarantees it.

If you are interested in further reading on Search Engine Optimisation techniques and tips, read
the following manual (although it gets very technical).

Search Engine Optimization Starter Guide (please note, many of the techniques offered here cannot
be implemented using a WordPress site)

And also this, http://www.google.com/submityourcontent/




