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Welcome to Central Tech Solutions website demo page. Please feel free to try vour hand
at adding, changing or deleting blog posts and media.

To try the demo -
= Log in by clicking here — admin area
= The username is wpdemo and the password is tryit

= The easiest way to work on it is to have the website open in one browser
window and the admin area open in a second browser window.

For the easy to understand guide "How To Add/Modify Your Website Content” click on
this link - WordPress Web Documentation - to open the PDF file. Please note that you can
only edit Posts, not Pages but the process is the same.
Central Tech Solutions provides small businesses with an alternative to a costly customized
website, We use WordPress which is an open-source blag publishing application and
content management system (CMS). It contains both static web pages like a traditional
website and blog posts. Since the content is separate from the design of the website it's
very easy for you to add, change or delete information on your pages.

Traditional website design and development done by a professional is generally expensive
and most of the time you must pay for any updates to your website.

These Websites are:
= Quick to set up and maintain
= Easy for you to update
= Inexpensive - your website can cost as little as $300!
= Customized to your logo or color scheme
The WordPress application provides a web-based interface, giving you the ability to quickly

and easily change the content on your web pages without having to learn to use web
development software. Best of all, that means no more paying for changes!
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How To Add/Modify Content In Your WordPress Website

Log In to your Website & Admin Area

This documentation is written for
customers who are using the WordPress
software for their website.

To add, change and delete the content in
your website you will need to log in to the
admin area.

Start by opening two browser windows or
two tabs in one browser window in either
Internet Explorer or Firefox. This will
make it easier to see the changes as you
make them.

You will receive your login information
from the website administrator. In your
first window type the URL of your website
the website for this example is
www.centraltechsolutions.com/demo

(&) i, centrakechsalutions com) dermol M B

i D Central Techv
=7 Solutions

L)

L

N

About Us

® Menu

Login to administer your
Domain

Getting Started

"Find out how easy it is
to do website updates"”

Call us at 812-376-8675

Contact Us

413 Tth St. Suite 26
Columbus, IN 47201

Sample Page

Welcome to Central Tech Solutions website demo page. Please feel free to try your hand
at adding, changing or delating blog posts and media.

To try the demo -
- Log in by clicking here — admin area
- The username is wpdemo and the password is tryit

* The easiest way to work on it is to have the website open in one browser
window and the admin area open in a second browser window.

For the easy ta understand guide “How To add/Modify Your Website Content” click on
this link - WordPress Web Documentation - to open the PDF file. Please note that you can
only edit Posts, not Pages but the process is the same.
Central Tech Solutions pravides small businesses with an alternative to a castly customized
website. We Use WardPress which is an open-saurce blog publishing application and
content management system (CMS}). It contains both static web pages like a traditional
website and blog posts. Since the content is separate from the design of the website it's
very easy for you to add, change or delste information on your pages

Traditional website design and development done by a professional is generally expensive
and most of the time you must pay for any updates to your website.

These Websites are:
= Quick to set up and maintain
= Easy for you to update
= Inexpensive - your website can cost as little as $300!
« Customized to your logo or colar schems
The wordpress application provides a web-based interface, giving you the ability to quickly

and easily change the content on your web pages without having to learn to use web
development software, Best of all, that means no more paying for changes!

@ Don't Wait to Backup

<)

mozy

Email Marketing,
ANY SMALL
BUSINESS CANDOIT.
S
Constant Contact”

60-DAY TRIAL

To get to the admin area - in your second|

window type the name of your website ply
/wp-admin.

In this example it's
www.centraltechsolutions.com/demo/wp-
admin.

You will then log in with the username ang
password the website administrator has
given you.

€ e centraltechsolutions com/dam

ofwep-admin

@WORDPRESS

Username
Password

OIremember me Log In

Lostyour password?

= Back o Gentral Tech Solutions Website Demo
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How To Add/Modify Content In Your WordPress Website

WordPress Dashboard

After you log in you will see the Dashboard with@tions. The list of options on the left sidetlo¢ screen are
the ones you will use most often.
Posts— this is used for the standard blog entries. @agblog entries will help draw traffic to your
website. Posts automatically appear in reversendogical order.
Media — this is your library of images, music or videos.
Links — this is for your links to external websites.
Pages- this is to create static web pages for your #its.typically used for the Home page, About Us,
Contact Us, etc.
Comments— this is where you will approve or delete commehnét people make about your blog entries.
There are many spammers who send fake commenty, thmraas their email address will end in .ru
(Russia). Delete these entries.

@ Central Tech Solutions Website Demo Howdy, webadmin
Home
Updates Show on screen
# Posts [ Your browser is out of date! Right Mow Recent Comments Incoming Links Plugins QuickPress
Media Recent Drafts WordPress Blog ther WordFress News
& Links Screen Layout
Pages Murmber of Columns 01 ™2 o3 04
L) Comments Y Screen Options
ﬁ— » Dashboard
Appearance
£ Plugins Right Now QuickPress
&, Users Content Discussion Title
Tl Tools 1 Post 0 Comments Uploadinset = & &
Settings kit O Approved Content
2 Categories 0P
O Tags O Spam
Tags
Theme CentralTech with 7 Widgets
Save Draft Reset
You are using WordPress 3.2.1. m
Recent Comments Recent Drafts
There are no drafts at the moment
Mo comments yet.
WordPress Blog
Incoming Links
Software Freedom Day + Hackathon )
This dashh-:na.rd widget duenes 'd_'j'jgle Blog Search 5o that when Saturday, September 17 is Software Freedom Day. To that end, a few
gioenbinglils ulpuste il oW ipTiere s ioun oy announcements aboutthis weekend's hackathon and WerdCamp
HComIn S eI Gl e TE SO BCEE Fortland. 3.3 Hackathon WordPress 3.3 is about to hit feature freeze.
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WordPress Posts & Pages

As you can see below there is very little differehetweerPosts& Pagesin adding, changing & deleting

items. When you hover your mouse over an item yibusee a submenu display below the title that show

“Edit | Quick Edit | Trash | View". Edit is the one you will use the most.
To edit an item click on the post or page titl@orthe ‘Edit” link. To edit multiple items click in the
checkbox in front of the item then click on the doarrow next to the wordBulk Actions” and click
“Edit”. There are only a few fields you can change butalpful if you need to add a new category.
To delete the item, click on th@fash” link. You will be asked to confirm your deleteo Telete
multiple items click in the checkbox in front ofetitem then click on the down arrow next to the agor
“Bulk Actions” and click “Deleté.

{8t Dashboard @ Central Tech Solutions Website Demo Howdy, webadmin
{ Scree ptions Help
57 Posts sddnew
All Posts -
5 c
Add New All (1) | Published (1) | Trash Search Posts
— : Bulk Actions ~ | | Apply Show all dates v View all categories ™ | Filter |_| 1item
o0st Tags =
Media O Title Author Categories Tags ] Date
& Links [1 5 Steps to Creating a Great Website webadmin Web Development  No Tags 2011/09/18
e Edit | Quick Edit| Trash | View Rubistied
© Comments [0 Title Author Categories Tags L Date
Appearance Bulk Actions M| | Apply m
& Plugins
&, Users
Th Tools
Settings
Thank you for creating with WordPress. » Documentation + Freedoms + Feedback » Credits Version 3.2.1
{8t Dashboard @ Central Tech Solutions Website Demo Howdy, webadmin
g Screen Options Help
s Posts i Pages Add New
WMedia
s
2 Link ANl (3) | Published (2) | Draft(1) | Trash ScarchBages
& Links
Bulk Actions &~ | Apply Show all dates ~ | Filter gitems
ages
All Pages [0 Title Author » Date
Add Mew
- [0 Getting Started - Draft webadmin 2011/09/19
L) Comments Last
Modified
Appearance
[J Home webadmin 2011/09i15
£ Plugins Edit| Quick Edit | Trash | View Eubished
@_‘ Users [0 AboutUs webadmin 18 hours
y ago
“ 2 Published
Sl [0 Title Author L Date
Bulk Actions ~| | Apply em.
Thank you for creating with WordPress. » Documentation + Freedoms + Feedback + Credits VVersion 3.2.1
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Add a Post or Page

If you want to add a post or page click on &de button under th€ostor Pagesbutton. In the graphic below,
under ‘Add New Pagé type the name of the page as you want it to appedhe website (Home, About Us,
etc.). On the right side of the page you will deewordOrder with a0 under it. This is what determines the
display order of pages on the website. Home is8v@a | usually number them in increments of 1Ghis
case | made the Sample Page order 50. Scroll doxtlmef and if you see the boRltow Comments’ and
“Allow trackbacks and pingbacks uncheck them both.

Horne ==| : Screen Options Help
- % | Edit Page adgnew
5 Posts Page updated. view pade
Media
& Links g
. ISample Page Publish
[E Pages y ’ : -
Permalink: hitpifeeeew centraltechzolutions comidemof?page_id=67 | Change Permalinks Freview Changes
All Pages Wiew Page
Status: Published Edit
Add Mew Uploadfinsert [= & A 3 wisual | HTRL —
= e Yisibility: Public Edit
L] Comments B I =« === =| el g - : - :
— [zl Published on: Sep 29, 2011 @ 16:37 Edit
[0 Appearance Paragraph +» U = A~ B & Q = (2]
Themes _ .
This iz an example of a static web page. Wove to Trash Update
wWidgets
Menus
Theme Options Page Attributes
Editor
Parent
,ﬁ/"f’ Plugins
{no parent) w
Installed Pluging
TR Template
Editor Default Template v
A Users Order %

When you have finished making changes to your pags, on thePublish button. Switch to the window with
your website. Press F5 or click the refresh buitbaime menu bar. This will make the page immedyatel
available on the website.

D\ Central Techv "Find out how easy it is
=)
~S

Solutions to do website updates”
< 443 Tth St. Suite 26
Columbus, IN 47201 Call us at 812-376-B675

Getting Started Contact Us Sample Page

About Us

&, Sample Page
" Home
w about Us This is an example of a static web page. g
 Getting Started
' Contact Us .
* Sample Page mozy
Login to administer your

= L

It takes a
to doit.
* Return to Central Tech main
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How To Add/Modify Content In Your WordPress Website
Edit a Post or Page

To change existing posts or pages first click @Rbstsor Pagesbutton (left side of screen) and then select
the item you want to change. For example, undegéBa to changeSample Page’either click on the title or
the wordEdit underneath the title.

Home Screen Options Heln
i E_r Pages sdnew
s* Posts All (5) | Published (5) | Trash (4 Search Pages
Media Bulk Actions v | Apnly Show all dates | Filter 5 items
& Links :
[0 Title Author L Date
B Pages
[0 Home webadmin 2011009145
All Pages Published
Add Mew
= About Us wrehadmin 201140919
d
LJ Comments Published
Appearance [0 Getting Started webadmin 2011409520
TR Fuhlished
Wiidgets [0 ContactUs weebadrin 20110920
Menus Fublished
Tht.ame Srliong [0 Sample Page webadmin 201140929
I Edit| Quick Edit | Tragh | iew Published
& Plugins ‘h
O Tedt this tem] Author L Date
Installed Flugins
Add Mesy Bulk Actions v | Apply 5 fterns
Editar
&0, Users

Now you can change the text and add picturesNgitice the two rows of buttons above the text. €hsdl
allow you to do some basic formatting. If you hoyeur mouse over the buttons it will give you aatgsion
of their function. The font and the font size apatrolled by a stylesheet so you don’t normallycheeformat
them. On the graphic below you can see the mousering over a blue icon. This is the full screegdie
button and will let you work in a bigger window. éle that button you will see two tab¥/isual & HTML .
You should normally work in theVisual” window.

Home 8 Screen Options Help
Uridati E_r Edit Page adunew
s Posts Page updated. Yiew pane
Media
& Links ;
“ Sample Page Publish
[E Pages g ’ . - -
Permalink: hitp: i centraltechsolutions. comfdemor?page_id=67 | Change Permalinks Freview Changes
All Pages Wiew Page
2dd Mew Uploaddnsert = o0 7B © Visual Status: Published Edit
=] — Wizihility: Public Edit
L] Comments B|I = =i« === = T — : - .
.| Published on: Sep 29, 2011 @ 16:37 Edit
ard - = | A~ =l & = —
SHEEnEE RalE0IE00 U= == I 2 O e |T0gg|e fullscreen mode (AIt+ShiFt+G)|
Themes _ .
This iz an example of a static web paga. Wove to Trash Update
Widgets O
Menus
Theme Options Page Attributes
Editar
Parent
&/4 Plugins
(no parenf) w
Installed Plugins
add Mew Template
Editar Default Template
&, Users Order

10/12/2011 Page 5



How To Add/Modify Content In Your WordPress Website

Type some text in the text area and then clickK thedate” button on the right side.

Adding Text to a Post or Page

Now switch windows or tabs to your website & clitie Refresh button or presg5 to see the changes.

D\ Central Tech
Solutions

413 Tth St. Suite 26
Columbus, IN 47201

=3

Home About Us

Getting Started

"Find out how easy it is
to do website updates”

Call us at 812-376-8675

Contact Us

Sample Page

* Home

" About Us

" Getting Started
' Contact Us

» Sample Page

¢, Sample Page
This is an example of a static weh page.

Getting started updating your website is fast and easy!

Login to administer your
Domain

| = Return to Central Tech main \
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How To Add/Modify Content In Your WordPress Website

Adding a Graphic to a Post or Page

Place your cursor where you want to add a graglick on the ‘Add an Image’ button next to
“Upload/Insert” as shown below.

Notice at the top you have three choicesroin Computer” (this is your PC), From URL” (not normally
used) and Media Library ” (items you have already uploaded to the websdeger ‘From Computer” click
on “Select Files. If you have problems uploading try the link ‘@®vser uploader”.
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How To Add/Modify Content In Your WordPress Website

Find the picture you want to upload, click on idahen click on open. You will see the picture lgeuploaded.

Once the file has been uploaded you will see thewiing screen. It is a best-practice to give thapdic a

Title andDescription. Select théAlignment for your graphic and also tt8izeyou want displayed. If you use
“Thumbnail” for the size & want to be able to click on thetpre to see a larger image, leave the Link URL
info there. If you are using a different size floe graphic and don’t want the picture to displdgrger version
click Noneunder the Link URL. When you are done cli¢ksert into Post’

10/12/2011 Page 8



How To Add/Modify Content In Your WordPress Website

When you are back to thedit Page click on “‘Update’ and then switch to your website and prESsor the
Refreshbutton. Notice when you hover your mouse overgicture the Title displays and underneath the

picture is the caption. If you do not want a captrath your picture leave that field blank. If yolick on the
picture you should see the larger image.

Go back to Edit Pag€’ if you need to make changes to the graphic dfisrembedded in your page. Click on
the picture and then click on thEdit Image” button.
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How To Add/Modify Content In Your WordPress Website

Now you can change the size, alignment, captidosV¢hen you are done making changes on this pate c
on theUpdate button at the bottom of the page. Click on tAdVanced Setting$ link at the top.

You will see the Advance Image Settings Scroll down to the bottom of the page where yollisee “Open
link in a new window”. If you click in the check box next to those weritlwill open your larger graphic in a

new window which is a good thing to do so people’doavigate away from your website. Clickpdate when
you are done.
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How To Add/Modify Content In Your WordPress Website

Add Links in a Post or Page

Select the text you want for the link. Click on thénk” in the menu bar.

Add the link to the website you want to go to, giva title and have it open in a new window. ClA#d Link
when you are done.
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How To Add/Modify Content In Your WordPress Website

Go to your web page and press F5 to see your cha@tjek on the link to make sure it works the way
want it to.
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How To Add/Modify Content In Your WordPress Website

The Toolbar

This is the toolbar you will use to format, add naeetc. If you hover your mouse button over eaemiit will
show a description of the button. Following is imf@tion about some of the buttons.

First, if you don’t see two rows of buttons, cliock the ‘Show/Hide Kitchen SinK.

Many times you will want to copy text from a Wordaliment and paste into your website. At times, the
formatting from your Word document will cause priks with the way your text is displayed. The easiey
to remove the formatting is to highlight the teguywant to remove formatting from and click tieemove
Formatting” button.

Some of the other formatting icons:

Format lets you select pre-defined font & font size desi for headings & paragraphs. These can be cbange
but the Stylesheet has to be modified to do this.
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Comments

To see what comments you have waiting click orf'@@nments” button on the left side. When you hoyaur
mouse over a comment you will see the optiochgprove | Spam | Delete | Edit | Quick Edit | Replylf the
comment is legitimate you cakpprove it and it will show up under your post on the wighsYou can also
Edit the comment if there is something you wislheimove (for example if it's a nice comment but sone
used a swear word & you don’t want that to sho¥u can alsdreply to the comment if it's a legitimate
comment. Unfortunately spam comments show up duatpiently. The Plugin Akismet is the best defense
against spam comments. It can be activated by #fesite administrator. Occasionally, however, spam
comments will slip through Akismet and you will ket delete them.
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