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Getting Started 
This is not meant to be a stand-alone document.  You are expected to be at a computer with a 
browser window open when you use this document. 
Open your web browser.  In the address bar, type "new.wcswa.com/wordpress/wp-admin".  
Login. 

Arrive at dashboard. Left column is what you interact with the most, notably Media, Pages, 
Posts, and Appearance. 
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Adding/Editing Media 
Media is any file you wish to upload from your computer to have useable or visible on the web-
site:  JPG, PDF, DOC, etc. 
 
Click on Media.  This shows all of the various media files that have been added to the web-
site's database for possible usage on the website. 

Click Add New, Select Files, browse to the desired file and click Open. 
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Click on the thumbnail of the recently added file. On right column, fill in Title, Caption, Alt 
Text, and Description, (information auto-saves).  
 
 
Click on Edit Image to be able to do some minor image manipulations. Click Save when done 
making changes.  

The URL for the Media file is listed above the Title on the right column. This URL will be used 
to place this image within a Page on the website. 
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Adding/Editing Pages 
 
Click on Pages. This lists all of the pages that have been created for the website, though not 
necessarily all of the pages are actively used by the website.  

 
Click on the Title of the page you wish to edit or Add New at the top.  
 
 
 
 
 



8 

 
 
This opens the editing view. Near the right column, make sure "Visual" is selected. This pro-
vides a "what you see is what you get" (WYSIWYG) editing environment that resembles MS 
Word.  

 
 
 
Upper right of right column has a "Preview Changes" button which allows you to view any 
page edits before they are committed to the website. Click "Update" button in right column to 
commit any changes to the website.  
 
If the page is meant to be a sub-page within the menu structure, select the appropriate "Parent" 
from the drop-down menu in the right column.  
 
If the page should be Password Protected, or Public/Private, then in the right column, find Visi-
bility and click Edit, to change accordingly. 
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Deleting from Pages 
While removing text is just like in a Word document, images and hyperlinks are slightly differ-
ent. 
 
To remove text from a page, select the text and click delete. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

To remove a hyperlink, click in the link text to open the URL text box and click the “X” at the 
right end of the box to delete. 

To remove a media file, click on the media file and click the “X” at the right to delete. 
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Adding/Editing Posts 
 
Click on Posts. This area is where the Home Page picture slider is partly manipulated from, 
and where actual Blog Posts are typically created.  

 
 
Click on the post you wish to edit, or click Add New at the top.  
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Enter a Title for the post at the top, and any text in the editor area. These will show up on the 
picture slider, if this post is used in the slider.  

In the lower right of the right column, click on Set featured image to add a featured image to 
the post. This is the image that will be used by the picture slider if this post is used for the 
Home Page picture slider.  
 
If the post is only meant to be viewed in the picture slider, then it is recommended to add a   
redirect to the post, so if someone clicks on the slider, they will be redirected to a useful page, 
rather than the actual post's page that you did not mean for them to see.  
Just below the editor area is the Quick Page/Post Redirect section. Check the box Make Redi-
rect Active.  
Open a new tab in your browser and go to the page you will have this post redirect to. Copy 
the URL from the browser's address bar. In the Quick Page/Post Redirect section, Paste the 
URL into the "Redirect/Destination URL" area. Make sure you "Publish/Update" the post in 
the right column. 
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Website Menu 
When adjusting the menu hierarchy, make sure the “Parent” is also appropriately adjusted on 
the individual Page from within the Page Editor.  Review the Add/Edit Page section if need be. 
 
Click on Appearance. Click on Customize. Click on Menus.  

 
Click on whichever listed item says: "(Currently set to: primary)". This is the menu hierarchy. 
The menu can be rearranged here.  
To add a page to the menus, click on Add Items. Click on Pages. Find the page you wish to add 
and click on it. Then rearrange it as needed within the menu hierarchy. Click Save & Publish in 
upper left when done. 
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Widgets 
Widgets are typically what you see on the footer and/or sidebar of the website, even if there is 
only text in that space. 
 
Click on Appearance. Click on Customize. Click on Widgets.  
Choose the Footer Area (bottom is divided into 3 columns) you wish to alter.  

Click on the down arrow on an existing Widget to alter its information.  
Click on Add a Widget to choose a widget to add to that area of the footer.  
Click Save & Publish in upper left when done. 
 



14 

Homepage Settings - Headline Options 
 
Click on Appearance. Click on Customize. Click on Homepage Settings. Click on Homepage 
Headline Options to alter the Headline on the Homepage. Click on Save & Publish in upper 
left when done. 
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Homepage Settings - Featured Content Options 
 
Click on Appearance. Click on Customize. Click on Homepage Settings. Click on Homepage 
Featured Content Options.  

 
This is where you select the number of featured content, pictures, text, and link URLs to go on 
the Homepage. Click Save & Publish in upper left when done. 
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Featured Post Slider - Slider Options 
 
This is where you change the Homepage slideshow. 

To add to the Post Slider, a Post needs to have been created with the desired image and text, 
and the Post ID is then copied into the chosen spot within the Featured Post Slider. Click Save 
& Publish in the upper left when done. 
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Google Calendar 
 
Open your web browser. In the address bar, type "calendar.google.com" Sign-in to the calen-
dar's gmail account if need be. Click on a date and click on Edit event to start creating an event 
for that date.  
Enter a Title for the event at the upper left. Select a date or date range. Uncheck "All day" to be 

able to select a time range. Ensure Calendar selected is “WC SWA”.  Enter the location and 
description. Change the Visibility to Public. Click Save near upper left when done. Go to web-
site's calendar to verify the new event populated into the calendar. You may have to refresh the 
website if you had it open already. 
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Edit the Calendar 

 
“Shortcode” is the information inserted into a Page. 
On the left column, click Calendars.  For the listed “Google Calendar”, mouse over to the 
“Title” column and click on “Edit”. 

 
Under “Calendar Settings”, not on the right column, click on “Appearance”. 
This is where you alter the timeframe visible on the calendar. 
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Polls 
This adds and edits Polls that can be manipulated as a widget. 
 
Click on Poll and Add Poll.  Enter the Question and Answer choices. 

 
Select Start and End parameters for the Poll.  Click “Add Poll” in the lower right corner. 
Go to the Widget section to manipulate the poll as a widget. 
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FR Slideshow 
This plugin allows a slideshow of images to be placed anywhere on any page by inserting the 
‘shortcode’ for a specific slideshow where desired on a page or post. 
 
The main screen for the Fluid Responsive (FR) Slideshow contains the ability to create a new 
slideshow, add new slides, change slideshow being viewed, edit specific slides of a slideshow, 
and shows the ‘Shortcode’ for the selected slideshow.  There is also a tab for the selected 
slideshow’s options. 

 
 

Add New Slide 
On the right most area of the FR Slideshow main screen, click the Add New Slide button.  The 
Title is displayed in the slide text box.  The Display Settings in the lower right have settings for 
removing text box and button from the slide.    

Click Save Slide in the lower right corner when slide is complete. 
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FR Slideshow - Slideshow Options 
Click the Slideshow Options tab near the upper left to see the options for changing the specific 
slideshow’s dimensions and timing. 
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WordPress Updates 

 
WordPress will automatically apply any Security Updates that it needs. The Theme should not 
need to be updated. 

Click on Dashboard. Click on Updates. Check the Update that is requesting to update and click 
on Update. Any Plugin that has not been activated previously, does not need to be updated and 
should not be activated unless you are sure you wish to activate it. 
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MailChimp Form 

 
On the Left Column, under Settings, is MailChimp Setup.  This allows a MailChimp account 
to be connected to a form on the website.  Website visitors can be added to the mailing list to 

receive the emails from “Campaigns” setup on MailChimp’s website. 
On a Monthly basis, the “Update List” button should be pressed to ensure the mailing lists are 
synchronized. 
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Engaging the MailChimp Campaigns 

 
As of the creation of this document, there are two MailChimp Campaigns presently running. 
Both campaigns can be edited via the MailChimp website. 
One Campaign runs on the 2nd of each month, at 6am.  This is meant to be an automatic email 
following the website being updated with the monthly newsletter information. 
The second Campaign is driven by a New Post being created on the website, and the email is 
sent the following 8am. 
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Backups with GoDaddy 

 
Backing up the website involves downloading parts of the site from GoDaddy and then upload-
ing those pieces to Google Drive. 
Login to GoDaddy.  Click on the “Plus” sign next to WebHosting and click on the “Manage” 
button that shows up. 

In the lower right corner of the Files section, click on Backup Wizard. 
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Click on the Backup Button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The bulk of the data is in the Home Directory, so we back that up last. 
Click on the MySQL Databases. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the link below “Databases” to start the download, then click “Go Back” 
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Click on the Email Forwarders and Filters. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the links below Forwarders to initiate each download. 
Click “Go Back” when done. 
Click on Home Directory.  Click on the Home Directory button to initiate the download. 

 
 
 
 
 
 
 
 
 
 
 

This is a large file, over 1GB, so expect the download to take some time. 
Once the files are all downloaded, go to http://drive.google.com and login to the WCSWA 

 gmail account. 
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Click on the Website Backup folder. 

 
Right click and select “Upload Files”.   Choose the files that have been downloaded from Go-
Daddy and click “Open”.  It is okay to overwrite files if asked. 
This will take some time due to the size of the file from the Home Directory. 
When the upload is finished, the backup is done. 
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Walk-Thru 

 
GoDaddy Backup (As desired), page 25 
Login to Dashboard, page 4 
Update Wordpress, as needed, page 22 
Add Media - Newsletter PDF, any pictures for articles that will be on web pages, page 5 
Edit Archive Newsletter page, page 7 
Edit Newsletter page, page 7 
Edit Home page, page 7 
Delete “update” post, page 10 
Add new “update” post, page 10 
Sync mailchimp, page 23 



30 

 

Frequently Asked Questions 
 
When I view the webpage, there is a Wordpress editing bar across the top and an “Edit” 
link near the bottom of each page.  How do I get rid of these? 
 
Those are visible when you are still logged into the Wordpress, admin side of the website.  In 
the upper right is a person icon with an option to Log out.  Only people logged into the admin 
side of the website will see the editing bar and link, so no other visitors to the site will ever see 
them. 
 
 
This manual is great, but I really am lost on how to do what I want to do. 
 
Review the walk-thru.  Most everything is a collection of smaller tasks.  If you want a drink of 
water, you must get a cup, then fill the cup with water.  Only then can you drink the water.  To 
add a document or picture to a page, first the doc/pic must be uploaded to the website.  Then 
you must edit the page so the hyperlink for that doc/pic can be added to the specific page.  
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Resources 
 
 
WordPress Tutorial—WordPress How-To For Beginners 
https://www.siteground.com/tutorials/wordpress/ 
 
 
WordPress Lessons 
https://codex.wordpress.org/WordPress_Lessons 
 
 
WordPress Tutorial for Beginners 2016: Step by Step Build Your Website 
https://www.youtube.com/watch?v=wiaT4bR3xGA 
 
 
Beginner’s Guide For WordPress 
http://www.wpbeginner.com/category/wp-tutorials/ 
 
 
Get the Most from WordPress.com 
https://learn.wordpress.com/ 
 
 
WordPress 101 
https://ithemes.com/tutorial/category/wordpress-101/ 
 
 
60 brilliant WordPress tutorials 
http://www.creativebloq.com/web-design/wordpress-tutorials-designers-1012990 
 
 
WordPress development forum 
http://wordpress.stackexchange.com/ 
 
 
Google.com 
 
 
 
 


