Getting Started for COE Faculty Websites using WordPress
By David K. Whislebavid Weber and Jack Stein
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Getting a WordPress Site

Submit an email tonjherman@uncc.edto have a Mosaic WordPress Site created for you.

You will receive an automated email when your new site has been created.

1
2
3. The web link will be:http://coefs.uncc.edu/usernamavhere username is your Mosaic/NinerNet ID.
4

Go to https://coefs.uncc.edu/username/wqiogin.phpand authenticate with your NinerNetID & password.

@WORDPRESS

Usernarne

Pasgword

[T Remember ke

Lostyour passward?

— Backto MoszaicPress
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Basic customization of your WordPress site

1. Set your Site Title and Tagline (tagline is the phrase in the upjggtt hand corner of your WP site)
a. Settings-> General

b. Modify the Site Title and Tagline as desired

c. {SG GKS ¢AYS %2y$S (2 abSg 2N}l ¢ OAFT y20 It NBIR
d. Cidl a{F &S / KIy3sSa¢
Right I
Appearance < o
Content
’S/f Plugins o
_ 8
&, Users 10 Posts
5F
Th Tools ) e
General
Settings %Writing
iCal Events List Reading
Discussion Sress with
Gallery Wedia
. Fress 3.3
Privacy
Permalinks fn from get
GTranslate (e
Multi- Site Site List
Shortcode
Online WP

o
Really simple share

WiordPress.com Stats
WiFtouch its

WE Super Edit
POCUTTITTIETINS YEL

[IT| General Settings

Site Title mMosaicPress

Tagline WiardPress far the COE Faculty & Staff In & few words, explain what

this alite Js about

E-mail Address | This address Is wsed for

goimin purnoses. i yvou chahge this we wil sendd you ah e-mall at Your new address
fo confirmn it The new address wilf not becorme active (it confirmed.

2. Set your Header image (the image at the top of your WP site)
a. Appearance> Header
b. You can upload any wide higls image of your choice (must be least 940x198 pixels or larger).
c. Go to http://coefs.uncc.edu/headeigallery/to choose from our Header Gallery or upload your own.

d 2t Attt Sylof$S 82dz 2 dzL2FR FyR Fdzi2YlFdAOf
LYF 380

e. Oryou can choose from one of the defaufiziges listed already on the system.
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http://coefs.uncc.edu/header-gallery/

f.

I £AO01 {1} @S /I KIyasas

] Custom Header

o - -
Upload Image You can upload a custom headerimage to be st

Images of exactly 940 x 193 pixels will be used

Choose an image from your computer:

l Browse... I Upload

3. 55tSu4S ittt 2F GKS dR&Gledsh dlhewddRISs/sies. 0 K G 3Sda LINB

Posts Menu>Mouse2 FSNJ ' yeé SEAaGAY3 t2a0a FyR Ot A01 a¢N

Pages Meny> Mouseover any existinglP3Sa FyR Of A0] d¢ NI aKé

Links Menu>Mouse2 @SNJ | y& SEAAaGAY3 [Ayla FyR OfA0] a58
(

A 2

Comments Menu> Mouse2 @S NJ | y & EAAGAY3 /2YYSyida FyR Of A

() My Sites

{5+ Dashboard

& Posts
5 Media

@ Links

] Pages

(=) Comments

= Formidable

[E Appearance

£ Plugins
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How to set your Home page

1. ToaSid e2dzNJ al 2YS¢ LJ 3S

General
Wiriting
Feading

a. Settings-> Reading

Discussion
Media
Privacy
Fermalinks
GTranslate

Multi-Site Site List
Shortcode

online WP

Really simple share
WardFress.com Stats
WPtouch

WP Super Edit

b. / KFIy3aS &GCNRyd tI3S RAaLIileasg (2
c. {Si GKS aCNeRyd tI3S¢ (2 GKS LI 3S

Reading Settings

Front page displays oy latest posts

« A static page (select below)
Frant page: What is Mosaic F'ress'?j

Fosts page:  Posts j

d /tAO01 a{l @S /KIy3asas

Permalink Settings

a. Settings> Permalinks
b. Our recommended choicesa 2 Y G K YR bl YS§
c. 1tAO1 G{F@S /I KIy3Isas
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Disable Comments

1. To disable comments

a. Global

To disable globally:Settings-> Discussionb

82dzNJ aAiGS¢é

/£ A0

a{l @$

b. To disable/enable com&y (i &

| KIFIy3aSasé
2y AYRAQGARdZ f

Pages> click on the desired Page to edit

'y OKS O]
LT GKS

handd RS 2 F
a! LRI GSE

/£ A0

al'fft2¢
G5Aa0dzaaArzyé
LJ 38

iKS

G2

as
by R
al &S

I 2YYSyi(aé

Od A
lj

[j

dzy OKS O1

altt2g

GKSYy FTAYAaAaKSR

at - 3Sa¢y

%

O
A

lj

KS

Fy3as
RAQARdz ¢

RA&alIof SkSylrotS O02YYSyida
i. Posts-> click on the desired Post to edit
i. ' YOKSO]
LT GKS
KIyR aARS
/ £t AQRI @S¢

G titaz e Aly2 YRSy a5Aa0dzaarzyé
65Aa0dzaaA2yé a
2F¥ GKS L} 3S
G2 al @S GKS OKly3Ss

GKSy OKSO1

To change what gets displayed on the right -hand side of your WP site.

a. Appearance> Widgets

Edl Appearance

Themes
Widgets
Menus

Editor

LS2 L) S

G5Aa0dzAaA2Y
y 2 G -rigRth & LI | @&
G5Aa0dzaA
GKSY TFTAYA

atz2aid

aSOiAzy
y 2 0 -rigRth a LX | &

G5Aa0o0

6KSY TFTAYAAKSR

b. ¢KS 6AR3ISGA OdNNByildite o6SAy3a RAaALI @SR gAff 0S5
c. ¢2 OKIy3aS GKS &&aRS saedrdp therkis wur desiredofler

d ¢2 NBY20@S | GoRRESIEG 2HMBY RNKS 4t NAYFNE 2 AR3S
e. ¢2 RR I a6mRABELE AGdzZFNPRINIWKS ! LAt Lot Sé | NBI
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To display you r WP Site Menus on a Mobile Device

f.  Your WP site will already work on Mobile Devices, however, you need to choose which menus should
0S RAALXIFIT@8SR Ay (GUKS aY20AfSé GKSYS
Settings> WPTouch
[ 20 GS GKS a[ 232 LO2y kk aSydz LGSYa 9 tlF3Sa LO
.y GKS atl3Sa b LO2yaé¢ adzowaSoOiAizys OKSO1l SIOK
by a mobile device.
.o /1 tA01 a{l @S hLIA2yaté

Tracking of revisions
WordPress automatically tracks revisions to all pages and posts. To view or revert tdcaipirevision on a
page or post, do the following.
a. Edit the desired post or page.
b. LT GKS awS@raArzyae aSOdAz2y Aa vy Zight hBnd didstol 8 SR>
0KS LI 3IS IyR GUKSY OKSO]l dawSgaasS 2yrag oa {{ Ny dl

section.

c. To compare an earlier version of the page/post against the current version, click on the earlier

revision.
d ! y8s AONBSY sAff 05 RAALX &SRO It A0 2y
e. Torestoreapagk LI2ad (2 | LINSOA2dza NI O Aight d¢ af th©f A O

desired reversion.

Events, Photo Gallery
a. To display events on your WP site automatically from a web calendar (Apple, Google, etc.): Use the iCal
Events List menu (contabtike Hermanr).
b. t K232 DIFftSNEk! fodzy I yRk2N ZdntadRBike Kermakyy 1asS (K

Tools for posting to WordPress site

Tools for fast and easy posting to your WP Site (enables you to create content without going to your WP Site)
a GtdNH CKAAE
i. Settings> Writing
i. Dragn5 NR L) GKS at NBaa ¢KAaé 6506 tAy]l G2 @&2dzN
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i. /A0 2y GKS Gt NB&& ¢CKA&E 0221YFEN] (2 ONBL

b. ScribeFire; free add-on for webbrowsers
i. Settings> Writing
i. / KSO1 GwtS/ & -@3E FyR /fA01 {F @S /KIy3aSa
i. Lyadlrktt GKS a{ ONR-an$oCHiréldR/Saiad/Ehiioine(vvivBegibgfBeldnt R R

iv. Configure it withyour WP site address, user account and password

v. Use ScribeFire Icon on your web browser to create and add new posts to your WP Site

c. Microsoft Live Writer_free Windows application for créian of content (both pages and posts)

I. Settings> Writing
i. / KSO1 GwtS/ & -@af3E FyR /tA01 {lF @S /KIy3aSa

iii. Go here: Microsoft Live Writerdownload and install this app on your Windows PC

iv. Configure it with your WP site address, user account and password

v. Use LiveWriter to write new posts or pages, or update existing ones on your WP Site.
d. Free WordPress App for Mobile Devicehbttp://en.support.wordpress.com/apps

How to create Pages

1. ¢2 ONBFGS tI3Sa oLI3ISa | NB aadl GAadgisteddySate dojitedts & >

[N

e. Pages Menu> Pages

& Links

All Pages
Acled ey

Comments

f. Delete any pages that were preeated (Mouseveranyekx a Ay 3 t I 3Sa | yR Of A
g / tA01 a!RR bSge¢ G2 ONBIGS I yS¢ LI 3S
Be sure that if you cut and paste from an old website or from Word or other application that you
may want to paste it first into a text editor (such as notepad) so that all speciabciers or

formatting is removed before pasting it into your WP page.

£

O L

i. .S adNB G2 OfAO0|l datdzmfArAaKeée ogKSy @&2dz NB TFTAYAA

viewed.
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http://www.scribefire.com/
http://www.scribefire.com/
http://explore.live.com/windows-live-writer
http://explore.live.com/windows-live-writer
http://en.support.wordpress.com/apps/

Publish

Save Draft Presviewn
Status: Draft Eclit
“izikility: Publie Eclit

[ Publizh immediately Edit

Mowe to Trazh Publish

j. Create as many pages as you need for now. We will setup the limkauo them later.

How to create posts
1. How to Create Posts (posts are datnsitive and are not static like a pagthey are blog posts)
a. Posts Menu> Posts
b. Delete all of the posts that were prreated (Mous€ FSNJ | y& SEA & (¢tANG3IE K208 (G &
c. /tfAO01l G'RR bSgé¢ G2 ONBFGS || ySg LRai

| '1:1" ! My Sites Tl

(51 Dashboard

All Posts
Al Mewy
Categories
Tags
5 Media
@ Links
L] Pages

L= Comments

= Formidable

d. Note that you can categorize your posts by creating multiple categories {lendii as well)
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Categorias

All Categories . Maost Used

r Uncategorized

- Wordpress Tips
[T Advanced Toolz
[ Editing Contert
r integration
™ Media
[ Menus
[ site Settings

+ Add Hew Category

Tags
A
Separate tags with cormas
Choose from the most used tags
e. b2GS GKIG &82dz Ory faz2 Lidzi (S@é62NRa FT2NJ I LI NI
f. CID] atdzofAakKé gKSY FTAYAAKSR O02NJ 5N FGé¢ AF A

How to Create Links

1. ¢2 / NBIFGS [Ayl1a o[Ayla FINB da&ASR (2 RA&ALI & 2NJ NI
a. Links Menu> Links

{7t Dashboard

s Puosts
Media

All Links
Add Mews

Link Categories
Pages

& Comments

= Formidable
b. Delete all of the links that werpre-created by default
c. /tA01 a!'RR bSgé¢ G2 ONBIGS I ySg fAy]
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d. Note that you can categorize your links by creating multiple categories {lewdti as well)
e. /Tt A0l G!'RR [AY1lé¢ 6KSY TFTAYyAaKSR

Inserting an image into a post
a. Inthe editor view, clickthéd F RR YSRA I ¢ odzidz2y

Upload/insert

B I  ame 3=

fp—

b. / K2248 (KS aaSRAF [AONINEBE (I06

From Computer From UBL Media Library MNextGEN Gallery

Note: Make sure your cursor is where you want the image to appear when you insert it
c. Aligning image in post

a. Inthe editor view, click an image and then click the image icon that pops up:

b. Fromhere, you can set the alignment and sizing of the image:

ra ! oy

Alignment () = None (™= Left () ™ Center () =™Right
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To load documents to WordPress and then link to them in a page

Toupload a fileto WordPress (PDF, Microsoft Word and mather file types); select the Media menu option on
the left. Selet Add New. Press the Select Files butt@mowse to the folder and fileopn want to upload to
WordPress.

(2} Dashboard

i Jetpack @

25 Upload New Media

5 Posts

Library
Add New

& Links SelectFiles
L Pages

' Comments

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

il Appearance Maximum upload file size: 73MB. After a file has been uploaded, you can add tities and descriptions.
£ Plugins
&, Users
T! Tools
17 Settings
iCal Events List

& Gallery

Once it is uploaded, you copy the File URL lirtien press the Savghangebutton.

2} Dashboard
i Jetpack @

19k Upload New Media

+ Posts

Librar

Add New

Z Links Select Files
) Pages

+ Comments

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

T Appearance Maximum upload file size: 73MB. After a file has been uploaded, you can add titles and descriptions.
£ Plugins fireworks
& Users
File name: fireworks swi
T} Tools =

File type: applicationf-shockwave-flash

17] Settings
— - Upload date: May 4, 2012

iCal Events List

Title fireworks
& Gallery
Caption
Description
File URL hitpSicoefs unce eduimsteinfiles/201 2/05Mreworks swi

Location of the uploaded file

Save all changes
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Go to the page where your article i_s locateSelect the word that needs to beliak. Click on the chain tddo
open the edit/insert link !

S 1 Seteen Options Help
II
5 Posts Jack's Home Page i Publish
3 Media Permalink: htp icoefs unce edwimstei | View Rage | Get Shorink Preview Changes
ar
& Links Uploadansen @ [ Visual : Status. Published Ed1
m B I s = - ¢« EEXEH L2 S-HE 8 = va @ % (F & Visibity Public Edd
yacision Pash » U B A BB Q Q

E R 9L 0 ™ Published on: Apr 11, 2011 @ 11:57 Egif
Fortfamily ~ Fontsize v 4 13 nlmd 9GS2 G HIR = A
' Comments move 1o Trash
= v This Is Jack Stein's personal [ site
= Formidable
Jack M. Stein

[ Appearance Assistant Dean and Director of Engineering Computing Page Attributes
o Willlam States Lee College of Engineering
£7 Plugins

University of North Carolina at Charlotte i
4 Users 235 Cameron Research Center (noparenty |
= 9201 University City Boulevard
10 Tools Charlotte, NC 28223 Tomplate
[19] Setti Imstein@unce edu
i 704-687-8625 Default Template =~
ICal Events List 412-848-6534 (cell)
704-687-2352 (fan) Order
& Gallery 5

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

Paste the URL that was copied when the file was uploa@dk on the Add Link.

Insert/edit ink n

Entar the cestination URL

URL | hitp ficoefs unce edumsteinfilesi201 205Mreworks swl

Title
[T Open ink In & new windowAsb
Or link 10 existing content
Search

No search term specified. Showing recent Rems
Jack's Home Page

PAGE
About PAGE
Status Reports PAGE

Cancel

Add Link

When done, click on the Update button on the right amdiychange is now in place.
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How to create menus

1. To create Menus (they will appear horizontally across the bottom of the header image)

a. Appearance Menw> Menus

f5 Appearance

Themes
Widoets
Menus
Background

Header

b. ¢&8LIS Ay dalAyé F2NI GKS aSydz blFYS FyR Ot AO01 &/ N

Iain

Menu Mame | Main [T Automatically add new tap-level pages

|Enter menu name here i Save Menu

c. LY da¢KSYS [2008 GdhlyEs TOKN GKS t NAYFNE bl @A3IlFGA

Therne Locations

Dielete Menu

Your theme suaports T meny. Sefectwhich
FIEnL oL Wil e o use,

Frirmany Mawigahion
Main

[
d.:y'r?SNJ Gt 3Sa¢ asStSO0 gKAOK LI I3Sa e2dz gAaK G2
Fages

(@]

Most Recent  View Al Search

[T Sites

[T Posts

[T Header Gallery

[T Key Benefits

[T whatis Mosaic Press?

Select All Add to Menu

e. / tAO] 4G!RR G2 aSydz IyR [ff 2F G(K2a$ LI 3

(s}
ax

g At
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f. Drag and drop the individual &hu items (pages) into your desired order

‘What is Mosaic Press?
Key Benefits
Getting Started PDF
Header Gallery
Wordpress Tips
Editing Content
Menus
Site Settings
Media
Advanced Tools
Paosts

Sites

Note: You can move pages underneath other pages (indented) as to enabldienaettimenus
h. If youwish to add a menuitemwhichisawieh y1 (2 Iy SEGSNYIf &aAGS R2
i. You can alsadd a menu item by Categogyso that posts in a particular category can be in a menu
. I fTAO1 a{l @S aSydz 6KSYy TFTAYA&AKSR

Option 1: selecting the menu opens a anticle thatyou create
Option 2: selecting the menu opens a web page

Option 1 - selectng the menu openanarticle thatyou create.Log in to your WordPress site and have the
Dashboard open. Do the following in WordPress:
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1. Select Pages > All Pages then select the Add New button at the top patiethat opened:

) Pages « Jack Stein — WordPress - Mozilla Firefox =10} %]
Gle Edt Vew Hgtory [ookmarks Bos Hep 7 -
| 22 Geting Startecfor COE Foculty-WebSt.._ | € WorcPress forthe Colege of Engneerng.. * | £ Curricum Vitoe |RobertE. Johnaon | % Pages « Jock Stem — WarcPress x|+ -
\(_-/;,‘j IQ! cefs unce.edu/imsten wp-admm edt phpPpost_type =page - -'"cadm ,'\ 1 - .
__:{) Dashboard Thank you for Updating! Please visit the Update Network page to update all your sites Help
ot oss ! Pages ssanes
5 Media
Al Published Search Pages
& Links
Bulk Actions e Show all dates =] | Finer
All Pages I Title Author L Date
sisiers - About Jack Stein 2010106723
® Comments Published
= Formidable - Jack’s Home Page Jack Stein 2011/04/111
Published
[ Appearance
[~ Status Reports Jack Stein 0 2010/09/09
£% Plugins Published
&, Users -
= [~ Title Author » Date
T} Tools
(5 Settings Bulk Actions =] | Apply 31
iCal Events List
& Gallery
=
= 4

Give the article ditle (Who is Jackand youcan place formatted text via the graphical based editor in the contents
box. Now click on Publish.

) Add lew Page « Jack Stein — WordPress - Mozilla Firefox i =101)
Ble Edt Vew Hgtoy fockmarks Bols Heb

chﬁw-xlemhnmdm«low-mlmam | 4% Add New Page « Jack Stein — WordPress *I? =

\(-/‘-) | € coets unceedufymater - {29 cddcom Pl e -

{3} Dashboard Thank you for Updating! Please visit the Update Network page to update all your sites
% Posts
[ Add New Page
5 Media
& Links Who is Jack Publish
Permalink: it coes unce edulmstainhors fack | EGR —— e
APl Uploadtnsen &3 Visual  HTM Status: Draft Eqt
Add New 3 =T = =
- B I &« =« EE3 R O 8 e B & visibility Public Edt
(2 Comments =
e Pasgrapn | U/ MIAY BB QO ER DL ES ") Publish immediately £
eSS Fontfamlly ~ Fontske ~ 4 = =) & A = AR T TE N N - i
(5 Appearance Move to Trash Publish
£ Plugins
& Users Page Attributes
T Tools Parent
[19] Settings (no parent) |
iCal Events List Template
& Gallery Default Template =l
Order
0

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

Featured Image

Setfeatured image
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Click on the Appearance > Merausdyou will see the following:

Henus « Jack Stein — WordPress - Mozilla Firefox

5 Gattig Started-for-COE oty MWebst.. * | & 1 e JRobertE. Johrwon | €3 Merus < Jock sten —WordPress
o : i

{1} Dashboard Thank you for Updating! Please visit the

page to update all your sites.

£ [E5 Menus

&) Media Msin

& Links

Theme Locations Menu Name  Main T Automatically 3dd new top-level pages

I Pages s Skt see tenu

¥ Comments

% Formidable Primary Navigation
& Jack's Home Page
[ s
Status Reports
Backpround Custom Links About
Header
= URL http://
£ Plugins People
B Users A9
Tl Tools Add to Menu
[37] Settings
iCal Events List Pages
(& Galk
EeCaley MostRecent ViewAll Search
™ Who Is Jack
I~ Jack's Home Page
™ Status Reports
™ About
Select All Add to Menu
Categories
MostUsed ViewAll Search
SelectAll Add to Menu
x

Click on the check baf the Pages frame and select the Add to Menu buttdvotice that the afi A Of S

WI O $héwsup asan item in Mairmenu list

) Penus « Jack Stein — WordPress - Hozia Hrefox . 210X,

Be Edt Yew Hgtory fookmais Bos Heb =

b | 2 WordPress for the Colege of | %5 Curricukm Vitae [RobertE. Johvson | <07 Menus « Jack Sten — WordPress x [ =
G | ot n BrIC B - -

&) [@ cetuceann )[4 dicon Pllml|»

G} Dashboard Thank you for Updating! Please visit the Update Network page to update all your sites. AOpiops i (ke
£ Row 20 Menus

@ Media o Main

& Links Theme I ocationa MenuName  Main

(L) Pages Delete eny

& Comments

= Formidable

Jack's Home Page
Status Reports

Background Custom Links About

Header

. URL e/

£ Plugins People

8 sers Lave

= Whos Jack

Tl Tools Add to Menu

9] Settings evijation Labe
Whois Jack

iCal Events List e
& Gallery ginal. Who s Jack

MostRecent ViewAll Search
o sk Remowe | Cancel
I Jacks Home Page

I Status Reports

™ About

Add 1o Menu

Categories

MostUsed ViewAll Search

Add 1o Menu

x & 4
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Click on the Save Menu button and now this page will now show up in the horizontal menu of your WordPress site.
Option 2 - selectingthe menu opens a web page that you create or to another. site

You will needo uploadyour document such as a resume, upload it via selecting the Media > Lilrathypressing
on the Add New option:

) Media Library < Jack Stein — WordPress - Mozilla Firefox =101 %]
He Edt Yew Hgtory Bookmads Toks Hep

| €2 Getng Started-for COE-Facuty-Viebsit.. ~ | 3 WorcPress for the Colege of Engneering... * | 7 Curricukm Vitae |Robert . Johrson = | < Meda Lbrary < Jock Sten —WorcPress % | + |

€ ) || # cocks.uncceduyrsteniio-sd a5 - || c.com Pl A

{3} Dashboard Thank you for Updating! Please visit the Update Network page 1o update all your sites Screen Options
» Posts iGk i i Add N
2% Media Library ssdne
Library
Add New BulkAcions  »| | Apply | Showall dates =] Finer
AT
& Links " File Author Attached to L Date
L Pages r Mosaic_Engineering_Status_3_19_2012_thru_  Jack Stein (Unattached 20120331
) 3_25_2012 Aftach
v Comments _ -
DoC
% Formidable
& Appearance [ Mosaic_Engineering_Status_3_12_2012_thru_  Jack Stein (Unattached 20120323
= 3.18_2012 Aftach
£# Plugins - o
#, Users
T} Tools r Mosaic_Engineering_Status_3_5_2012_thru_3  Jack Stein Status Reports , 2012003113 20120313
_11_2012
57| Settings &=
iCal Events List
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When you will get the following screen press on the Select Files optidaelect the file you want to have
uploaded to your WordPress media area.
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You will then get a screen that looks like this:
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Copy to your clipboard the link in the File URL and thiek on the Save all changes buttohhis URL is where
Wordpress saved your uploaded document.
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Click on the Appearance > Merausdyou will see the following:
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Paste the URL you pied above into the URL text area of the Custom Links frame, give it a Label such as Who is
Jackand click the Add to Menu buttorBe sure that in the Theme Locations framidae Primary Navigation drop
down shows Mairasthe menu and that you clickechahe Save button.
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This page will now show up in the horizontal menWhen you click this menu item it will open the URL.
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