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Getting a WordPress Site 
 
1. Submit an email to mjherman@uncc.edu to have a Mosaic WordPress Site created for you.  
 
2. You will receive an automated email when your new site has been created.  
 
3. The web link will be:   http://coefs.uncc.edu/username where username is your Mosaic/NinerNet ID.  
 
4. Go to  https://coefs.uncc.edu/username/wp-login.php and authenticate with your NinerNetID & password.  

 

 

 

mailto:mjherman@uncc.edu
http://coefs.uncc.edu/username
https://coefs.uncc.edu/username/wp-login.php
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Basic customization of your WordPress  site  
 

1. Set your Site Title and Tagline  (tagline is the phrase in the upper-right hand corner of your WP site)  
 

a. Settings  ->  General  
 

b. Modify the Site Title and Tagline as desired  
 

c. {Ŝǘ ǘƘŜ ¢ƛƳŜ ½ƻƴŜ ǘƻ άbŜǿ ¸ƻǊƪέ όƛŦ ƴƻǘ ŀƭǊŜŀŘȅ ǎŜǘύ  
 

d. CliŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέ  
 

 

 
 

 
2. Set your Header image (the image at the top of your WP site)  

 
a. Appearance -> Header  

 
b. You can upload any wide high-res image of your choice (must be least 940x198 pixels or larger).  

 
c. Go to  http://coefs.uncc.edu/header-gallery/ to choose from our Header Gallery or upload your own.  

 
d. ²t ǿƛƭƭ ŜƴŀōƭŜ ȅƻǳ ǘƻ ǳǇƭƻŀŘ ŀƴŘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ άŎǊƻǇέ ȅƻǳǊ ƴŜǿ ƘŜŀŘŜǊ ƛƳŀƎŜΦ  όǎŜŜ  ά¦ǇƭƻŀŘ 
LƳŀƎŜέύ  

 
e. Or you can choose from one of the default images listed already on the system.  

 

http://coefs.uncc.edu/header-gallery/
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f. /ƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέ  
 

  
3. 5ŜƭŜǘŜ ŀƭƭ ƻŦ ǘƘŜ άŘŜŦŀǳƭǘέ ŎƻƴǘŜƴǘ ǘƘŀǘ ƎŜǘǎ ǇǊŜ-created on all new WordPress sites.  
 

a. Posts Menu -> Mouse-ƻǾŜǊ ŀƴȅ ŜȄƛǎǘƛƴƎ tƻǎǘǎ ŀƴŘ ŎƭƛŎƪ ά¢ǊŀǎƘέ  
 

b. Pages Menu ->  Mouse-over any existing PŀƎŜǎ ŀƴŘ ŎƭƛŎƪ ά¢ǊŀǎƘέ  
 

c. Links Menu -> Mouse-ƻǾŜǊ ŀƴȅ ŜȄƛǎǘƛƴƎ [ƛƴƪǎ ŀƴŘ ŎƭƛŎƪ ά5ŜƭŜǘŜέ  όŎŀƴ ŘŜƭŜǘŜ ǘƘŜƳ ƛƴ ōǳƭƪ ŀǎ ǿŜƭƭύ  
 

d. Comments Menu -> Mouse-ƻǾŜǊ ŀƴȅ ŜȄƛǎǘƛƴƎ /ƻƳƳŜƴǘǎ ŀƴŘ ŎƭƛŎƪ ά¢ǊŀǎƘέ  
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How to set your Home page  
 

1. To  ǎŜǘ ȅƻǳǊ άIƻƳŜέ ǇŀƎŜ  
 

a. Settings -> Reading  

  
b. /ƘŀƴƎŜ άCǊƻƴǘ tŀƎŜ ŘƛǎǇƭŀȅǎέ ǘƻ ά! ǎǘŀǘƛŎ ǇŀƎŜέ  

 
c. {Ŝǘ ǘƘŜ άCǊƻƴǘ tŀƎŜέ ǘƻ ǘƘŜ ǇŀƎŜ ȅƻǳ ǿƛǎƘ ǘƻ ǎŜǘ ŀǎ ȅƻǳǊ ƘƻƳŜ ǇŀƎŜ ŦƻǊ ǘƘŜ ²t {ƛǘŜ  

 

 
 
 

d. /ƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέ  
 

Permalink Settings  
 

a. Settings -> Permalinks  
 

b. Our recommended choice is άaƻƴǘƘ ŀƴŘ bŀƳŜέ  
 

c. /ƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέ  
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Disable Comments 
 

1. To disable comments  
a. Global 

 
i. To disable globally:  Settings -> Discussion -Ҕ ǳƴŎƘŜŎƪ ά!ƭƭƻǿ ǇŜƻǇƭŜ ǘƻ Ǉƻǎǘ ŎƻƳƳŜƴǘǎ ƻƴ 
ȅƻǳǊ ǎƛǘŜέ  

 
ii. /ƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέ ǿƘŜƴ ŦƛƴƛǎƘŜŘ  

 
b. To disable/enable commŜƴǘǎ ƻƴ ƛƴŘƛǾƛŘǳŀƭ άtŀƎŜǎέΥ  

 
i. Pages -> click on the desired Page to edit  

 
ii. ¦ƴŎƘŜŎƪ ά!ƭƭƻǿ /ƻƳƳŜƴǘǎέ ƛƴ ǘƘŜ ά5ƛǎŎǳǎǎƛƻƴέ ǎŜŎǘƛƻƴ ƴŜŀǊ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ  

 
iii. LŦ ǘƘŜ ά5ƛǎŎǳǎǎƛƻƴέ ǎŜŎǘƛƻƴ ƛǎ ƴƻǘ ŘƛǎǇƭŀȅŜŘΣ ǘƘŜƴ ŎƭƛŎƪ ά{ŎǊŜŜƴ hǇǘƛƻƴǎέ ŀǘ ǘƘŜ ǘƻǇ-right 

hand sƛŘŜ ƻŦ ǘƘŜ ǇŀƎŜ ŀƴŘ ǘƘŜƴ ŎƘŜŎƪ ά5ƛǎŎǳǎǎƛƻƴέΦ /ƭƛŎƪ ά{ŎǊŜŜƴ hǇǘƛƻƴǎέ ŀƎŀƛƴ ǘƻ ƘƛŘŜ ƛǘΦ  
 

iv. /ƭƛŎƪ ά¦ǇŘŀǘŜέ ǘƻ ǎŀǾŜ ǘƘŜ ŎƘŀƴƎŜ ǿƘŜƴ ŦƛƴƛǎƘŜŘ  
 

c. ¢ƻ ŘƛǎŀōƭŜκŜƴŀōƭŜ ŎƻƳƳŜƴǘǎ ƻƴ ƛƴŘƛǾƛŘǳŀƭ άtƻǎǘǎέΥ  
 

i. Posts -> click on the desired Post to edit  
 

ii. ¦ƴŎƘŜŎƪ ά!ƭƭƻǿ /ƻƳƳŜƴǘǎέ ƛƴ ǘƘŜ ά5ƛǎŎǳǎǎƛƻƴέ ǎŜŎǘƛƻƴ ƴŜŀǊ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ  
 

iii. LŦ ǘƘŜ ά5ƛǎŎǳǎǎƛƻƴέ ǎŜŎǘƛƻƴ ƛǎ ƴƻǘ ŘƛǎǇƭŀȅŜŘΣ ǘƘŜƴ ŎƭƛŎƪ ά{ŎǊŜŜƴ hǇǘƛƻƴǎέ ŀǘ ǘƘŜ ǘƻǇ-right 

ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǇŀƎŜ ŀƴŘ ǘƘŜƴ ŎƘŜŎƪ ά5ƛǎŎǳǎǎƛƻƴέΦ /ƭƛŎƪ ά{ŎǊŜŜƴ hǇǘƛƻƴǎέ ŀƎŀƛƴ ǘƻ ƘƛŘŜ ƛǘΦ  
 

iv. /ƭƛŎƪ ά¦ǇŘŀǘŜέ ǘƻ ǎŀǾŜ ǘƘŜ ŎƘŀƴƎŜ ǿƘŜƴ ŦƛƴƛǎƘŜŘ  
 

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

a. Appearance -> Widgets  

 
 
 

b. ¢ƘŜ ǿƛŘƎŜǘǎ ŎǳǊǊŜƴǘƭȅ ōŜƛƴƎ ŘƛǎǇƭŀȅŜŘ ǿƛƭƭ ōŜ ƻǾŜǊ ƛƴ ǘƘŜ άtǊƛƳŀǊȅ ²ƛŘƎŜǘ !ǊŜŀέ  
 

c. ¢ƻ ŎƘŀƴƎŜ ǘƘŜ ƻǊŘŜǊ ƻŦ ǘƘŜ άǿƛŘƎŜǘǎέ Ƨǳǎǘ ŘǊŀƎ-n-drop them in your desired order  
 

d. ¢ƻ ǊŜƳƻǾŜ ŀ άǿƛŘƎŜǘέ Ƨǳǎǘ ŘǊŀƎ-n-ŘǊƻǇ ƛǘ ŦǊƻƳ ǘƘŜ άtǊƛƳŀǊȅ ²ƛŘƎŜǘ !ǊŜŀέ ƛƴǘƻ ǘƘŜ ά!ǾŀƛƭŀōƭŜέ ŀǊŜŀ  
 

e. ¢ƻ ŀŘŘ ŀ άǿƛŘƎŜǘέ Ƨǳǎǘ ŘǊŀƎ-n-ŘǊƻǇ ƛǘ ŦǊƻƳ ǘƘŜ ά!ǾŀƛƭŀōƭŜέ ŀǊŜŀ  ǘƻ άtǊƛƳŀǊȅ ²ƛŘƎŜǘ !ǊŜŀέ  
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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 

ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ άƳƻōƛƭŜέ ǘƘŜƳŜ  
 

g. Settings -> WPTouch  
 

h. [ƻŎŀǘŜ ǘƘŜ ά[ƻƎƻ LŎƻƴ κκ aŜƴǳ LǘŜƳǎ ϧ tŀƎŜǎ LŎƻƴǎέ {ŜŎǘƛƻƴΦ  
 

i. Iƴ ǘƘŜ άtŀƎŜǎ Ҍ LŎƻƴǎέ ǎǳōǎŜŎǘƛƻƴΣ ŎƘŜŎƪ ŜŀŎƘ ƳŜƴǳ ƛǘŜƳ ǘƘŀǘ ȅƻǳ ǿƛǎƘ ǘƻ ōŜ ŘƛǎǇƭŀȅŜŘ ǿƘŜƴ ǾƛŜǿŜŘ 

by a mobile device.  
 

j. /ƭƛŎƪ ά{ŀǾŜ hǇǘƛƻƴǎέ  
 

Tracking of revisions  
WordPress automatically tracks revisions to all pages and posts. To view or revert to a previous revision on a 

page or post, do the following.  
 

a. Edit the desired post or page.  
 

b. LŦ ǘƘŜ άwŜǾƛǎƛƻƴǎέ ǎŜŎǘƛƻƴ ƛǎ ƴƻǘ ŘƛǎǇƭŀȅŜŘΣ ŎƭƛŎƪ ά{ŎǊŜŜƴ hǇǘƛƻƴǎέ ŀǘ ǘƘŜ ǘƻǇ-right hand side of 

ǘƘŜ ǇŀƎŜ ŀƴŘ ǘƘŜƴ ŎƘŜŎƪ άwŜǾƛǎƛƻƴǎέΦ /ƭƛŎƪ ά{ŎǊŜŜƴ hǇǘƛƻƴǎέ ŀƎŀƛƴ ǘƻ ƘƛŘŜ ǘƘŜ ά{ŎǊŜŜƴ hǇǘƛƻƴǎέ 

section.  
 

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

 
d. ! ƴŜǿ ǎŎǊŜŜƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΦ   /ƭƛŎƪ ƻƴ ǘƘŜ ά/ƻƳǇŀǊŜ wŜǾƛǎƛƻƴǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ŘƛŦŦŜǊŜƴŎŜǎΦ  

 
e. To restore a pagŜκǇƻǎǘ ǘƻ ŀ ǇǊŜǾƛƻǳǎ ǊŜǾƛǎƛƻƴΣ ŎƭƛŎƪ ƻƴ άwŜǎǘƻǊŜέ ƻƴ ǘƘŜ ŦŀǊ-right side of the 

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 (contact Mike Hermann).  
 

b. tƘƻǘƻ DŀƭƭŜǊȅκ!ƭōǳƳ ŀƴŘκƻǊ ǎƭƛŘŜǎƘƻǿǎΥ   ¦ǎŜ ǘƘŜ άDŀƭƭŜǊȅέ ƳŜƴǳ όcontact Mike Hermann).  
 

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. άtǊŜǎǎ ¢Ƙƛǎέ  
 

i. Settings -> Writing  
 

ii. Drag-n-5ǊƻǇ ǘƘŜ άtǊŜǎǎ ¢Ƙƛǎέ ǿŜō ƭƛƴƪ ǘƻ ȅƻǳǊ .ƻƻƪƳŀǊƪǎκCŀǾƻǊƛǘŜǎ ōŀǊ ƻƴ ȅƻǳǊ ōǊƻǿǎŜǊ  
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iii. /ƭƛŎƪ ƻƴ ǘƘŜ άtǊŜǎǎ ¢Ƙƛǎέ ōƻƻƪƳŀǊƪ ǘƻ ŎǊŜŀǘŜ ƴŜǿ Ǉƻǎǘǎ ǘƻ ȅƻǳǊ ²t {ƛǘŜ  
 

b.  ScribeFire ς free add-on for web-browsers  
 

i. Settings -> Writing  
 

ii. /ƘŜŎƪ ǘƘŜ ά·a[-wt/έ ōƻȄ ŀƴŘ /ƭƛŎƪ {ŀǾŜ /ƘŀƴƎŜǎ  
 

iii. Lƴǎǘŀƭƭ ǘƘŜ ά{ŎǊƛōŜCƛǊŜ bŜȄǘέ ōǊƻǿǎŜǊ ŀŘŘ-on for Firefox/Safari/Chrome   (www.scribefire.com)  
 

iv. Configure it with your 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 ς free Windows application for creation of content (both pages and posts)  
 

i. Settings -> Writing  
 

ii. /ƘŜŎƪ ǘƘŜ ά·a[-wt/έ ōƻȄ ŀƴŘ /ƭƛŎƪ {ŀǾŜ /ƘŀƴƎŜǎ  
 

iii. Go here:   Microsoft Live Writer, download 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 Devices:    http://en.support.wordpress.com/apps/   
 
 
 

How to create Pages 
1. ¢ƻ ŎǊŜŀǘŜ tŀƎŜǎ όǇŀƎŜǎ ŀǊŜ άǎǘŀǘƛŎέ ǿŜō ǇŀƎŜǎΣ ǿƘŜǊŜŀǎ  άǇƻǎǘǎέ ŀǊŜ ōƭƻƎ ŜƴǘǊƛŜǎ ς listed by date content)  

 
e. Pages Menu -> Pages  

 

 
 
 

f. Delete any pages that were pre-created  (Mouse-over any exƛǎǘƛƴƎ tŀƎŜǎ ŀƴŘ ŎƭƛŎƪ ά¢ǊŀǎƘέύ  
 

g. /ƭƛŎƪ ά!ŘŘ bŜǿέ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǇŀƎŜ  
 

h. 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 special characters or 

formatting is removed before pasting it into your WP page.  
 

i. .Ŝ ǎǳǊŜ ǘƻ ŎƭƛŎƪ άtǳōƭƛǎƘέ ǿƘŜƴ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘΦ   ¸ƻǳ Ŏŀƴ ǎŜǘ ƛǘ ǘƻ άŘǊŀŦǘέ ƛŦ ƛǘΩǎ ƴƻǘ ǊŜŀŘȅ ǘƻ ōŜ 
viewed.  

 

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/
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j. Create as many pages as you need for now.    We will setup the menu links to them later.  

 

How to create posts  
 

1. How to Create Posts (posts are date-sensitive and are not static like a page ς they are blog posts)  
a. Posts Menu -> Posts  

 
b. Delete all of the posts that were pre-created  (Mouse-ƻǾŜǊ ŀƴȅ ŜȄƛǎǘƛƴƎ tƻǎǘǎ ŀƴŘ ŎƭƛŎƪ ά¢ǊŀǎƘέύ  

 
c. /ƭƛŎƪ ά!ŘŘ bŜǿέ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ Ǉƻǎǘ  

 

 

 
 

d. Note that you can categorize your posts by creating multiple categories (multi-level as well)  
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e. bƻǘŜ ǘƘŀǘ ȅƻǳ Ŏŀƴ ŀƭǎƻ Ǉǳǘ ƪŜȅǿƻǊŘǎ ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ Ǉƻǎǘ ƛƴ ǘƘŜ άǘŀƎǎέ ŦƛŜƭŘΣ ǎŜǇŀǊŀǘŜŘ ōȅ ŎƻƳƳŀǎ  

 
f. CliŎƪ άtǳōƭƛǎƘέ ǿƘŜƴ ŦƛƴƛǎƘŜŘ   όƻǊ ά5ǊŀŦǘέ ƛŦ ƛǘΩǎ ƴƻǘ ǊŜŀŘȅ ŦƻǊ ǾƛŜǿƛƴƎύ  

How to Create Links  
 

1. ¢ƻ /ǊŜŀǘŜ [ƛƴƪǎ ό[ƛƴƪǎ ŀǊŜ ǳǎŜŘ ǘƻ ŘƛǎǇƭŀȅ ƻǊ ǊŜŦŜǊŜƴŎŜ ŜȄǘŜǊƴŀƭ ǿŜōǎƛǘŜǎ ŀƴŘ ŦƻǊ άōƭƻƎ Ǌƻƭƭǎέ ŀǎ ǿŜƭƭύ  
 

a. Links Menu -> Links  

  
b. Delete all of the links that were pre-created by default  

 
c. /ƭƛŎƪ ά!ŘŘ bŜǿέ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ƭƛƴƪ  
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d. Note that you can categorize your links by creating multiple categories (multi-level as well)  
 

e. /ƭƛŎƪ ά!ŘŘ [ƛƴƪέ ǿƘŜƴ ŦƛƴƛǎƘŜŘ  
 

Inserting an image into a post  
a. In the editor view, click the άŀŘŘ ƳŜŘƛŀέ ōǳǘǘƻƴ 

 
 

b. /ƘƻƻǎŜ ǘƘŜ άaŜŘƛŀ [ƛōǊŀǊȅέ ǘŀō 
 

 
 
 Note: Make sure your cursor is where you want the image to appear when you insert it 
 

c. Aligning image in post 
 

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

 
 

b. From here, you can set the alignment and sizing of the image: 
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To load documents to WordPress and then link to them in a page  
 
To upload a file to WordPress (PDF, Microsoft Word and many other file types); select the Media menu option on 

the left.  Select Add New. Press the Select Files button.  Browse to the folder and file you want to upload to 

WordPress. 

 

Once it is uploaded, you copy the File URL link.  Then press the Save Changes button. 
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Go to the page where your article is located.  Select the word that needs to be a link.   Click on the chain tool to 

open the edit/insert link  

 

Paste the URL that was copied when the file was uploaded.  Click on the Add Link. 

 

When done, click on the Update button on the right and your change 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 Menu -> Menus  

 

  
b. ¢ȅǇŜ ƛƴ άaŀƛƴέ ŦƻǊ ǘƘŜ aŜƴǳ bŀƳŜ ŀƴŘ ŎƭƛŎƪ ά/ǊŜŀǘŜ aŜƴǳέ  

 

  
c. Lƴ ά¢ƘŜƳŜ [ƻŎŀǘƛƻƴǎέ  ŎƘƻƻǎŜ άaŀƛƴέ ŦƻǊ ǘƘŜ tǊƛƳŀǊȅ bŀǾƛƎŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ  

  
d. ¦ƴŘŜǊ άtŀƎŜǎέ ǎŜƭŜŎǘ ǿƘƛŎƘ ǇŀƎŜǎ ȅƻǳ ǿƛǎƘ ǘƻ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ aŜƴǳ ǎȅǎǘŜƳ  

  
e. /ƭƛŎƪ ά!ŘŘ ǘƻ aŜƴǳέ ŀƴŘ ŀƭƭ ƻŦ ǘƘƻǎŜ ǇŀƎŜǎ ǿƛƭƭ ƴƻǿ ōŜ ƭƛǎǘŜŘ ǳƴŘŜǊ ǘƘŜ aŜƴǳ ǎȅǎǘŜƳ  
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f. Drag and drop the individual Menu items (pages) into your desired order  
 

 

 
 

g. Note:  You can move pages underneath other pages (indented) as to enable multi-tiered menus  
 

h. If you wish to add a menu item which is a web-ƭƛƴƪ ǘƻ ŀƴ ŜȄǘŜǊƴŀƭ ǎƛǘŜ Řƻ ǘƘŀǘ ǳƴŘŜǊ άŎǳǎǘƻƳ ƭƛƴƪǎέ  
 

i. You can also add a menu item by Category ς so that posts in a particular category can be in a menu  
 

j. /ƭƛŎƪ ά{ŀǾŜ aŜƴǳέ ǿƘŜƴ ŦƛƴƛǎƘŜŘ  
 

 
 

Option 1:   selecting the menu opens a an article that you create 

Option 2:  selecting the menu opens a web page 

Option 1 - selecting the menu opens an article that you 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 of the  page that opened:  
 

 

Give the article a title (Who is Jack) and you can place formatted text via the graphical based editor in the contents 

box.  Now click on Publish. 
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Click on the Appearance > Menus and you will see the following:  

 

Click on the check box of the Pages frame and select the Add to Menu button.  Notice that the arǘƛŎƭŜ ǘƛǘƭŜ ά²Ƙƻ ƛǎ 

WŀŎƪέ    shows up as an item in Main menu list: 
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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 - selecting the menu opens a web page that you create or to another site: 

You will need to upload your document such as a resume, upload it via selecting the Media > Library   and pressing 

on the Add New option: 
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When you will get the following screen press on the Select Files option and select 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: 

 

Copy to your clipboard the link in the File URL and then click on the Save all changes button.  This URL is where 

Wordpress saved your uploaded document. 
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Click on the Appearance > Menus and you will see the following:  
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Paste the URL you copied above into the URL text area of the Custom Links frame, give it a Label such as Who is 

Jack  and click the Add to Menu button.  Be sure that in the Theme Locations frame,   the Primary Navigation drop 

down shows Main as the menu and that you clicked on the Save button. 
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This page will now show up in the horizontal menu.    When you click this menu item it will open the URL. 
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