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Adding Pages  1/4
Login to your website: https://ns-bmenetwork.org/wp-admin/  
Select ‘Pages’ from the menu. You will see the pages that have been created, their author and date. Click on 
‘Add New’.



Adding Pages 2/4
You are ready to add new Page. Click ‘Use Default Editor’ to start editing.



Editing Pages 3/4
Add a title to your page and practice adding some draft content which you can 
return later to edit. Click on ‘Save draft’.



Editing Pages 4/4
Once you have made your page changes, click on ‘Preview’ to view your changes. Once you are happy with your changes, 
click ‘Publish’ to make your page ‘live’. Click on the gear symbol and select ‘Page’, the open the ‘Permalink’ tab. Here you 
can view the page website address.



Adding Posts 1/3
Go back to the dashboard and select ‘All Posts’.  Click on ‘Add New’ to add a new Post.



Adding Posts 2/3
Write the title for your Post and start writing your first paragraph or choose 
a block by clicking the ‘+’ symbol. Use your own content for your post. 



Adding Posts 3/3
If you wish to add a image and wrap text around it, you need to add an image block and align it to the 
left. The Paragraph that you wish to wrap needs to be a paragraph block created after the image block.



Adding Video to your Posts 1/2
Go to YouTube to get the web address of the video you wish to insert into your post.  Go to https://
youtu.be/MTxvfV5zikg click on ‘Share’ and copy the web address. Add a new YouTube video block.

https://youtu.be/MTxvfV5zikg
https://youtu.be/MTxvfV5zikg


Adding Video to your Posts 2/2
Paste the web address in the input box provided and click ‘Embed’. Save draft and click 
‘Preview’.



Adding Categories 1/2
Click on Posts under the gear symbol, open the ‘Categories’ section and click on ‘Add New Category’. 
Add a category name for your post and click the Enter key on your keyboard or click ‘Add New Category’.



Adding Categories 2/2
Add a New Category, then uncheck the categories that are not relevant to your post. Click on ‘Save 
draft’ and preview your posts. Check that the category is correct.



Deleting a category 1/2
Go back to the Dashboard, under Posts, select Categories.



Deleting a category 2/2
Select the category you wish to delete. Then select ‘Bulk Actions’ and select ‘Delete’, then ‘Apply’ to delete it. Experiment 
with adding Categories and deleting them (Only delete what you have created!). Please note that you cannot delete 
‘Uncategorized’.



Managing Post and Pages
Go back to the Admin console and hover your cursor under the post’s name to see a menu (Edit, Classic Editor, Quick Edit, Copy, Bin , 
Preview). You can also select ‘Bulk Actions’ to edit or delete a post/page. Or use the Search box to Search Post/Pages. You can also see how 
many posts/pages have been Published, in Draft or in the Bin.
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Web Developer/Digital Trainer 

I’ve been working as a web developer since 1996. I worked for The Guardian and Microsoft in the late 90s. I’ve been working with 
WordPress since 2005 and I have built many websites for small businesses and individuals. I founded Codingbug in 2012 and 
since then I’ve been teaching coding to young people.


https://codingbug.co.uk/

http://www.gicelamorales.com/


Twitter: @codingbug

https://codingbug.co.uk/
http://www.gicelamorales.com/

