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Managing people and admin
Login to your wordpress.com site. Open the ‘Manage’ tab and select ‘People’. Here you can 
manage the people who can contribute to your website. Click ‘Invite’ to add contributors.

http://wordpress.com


Invite people to your site 1/4
Enter the username of another WordPress user or enter their email address to invite then to 
contribute to your site. Select the role you wish them to have. Click ‘Send invitation’.



Invite people to your site 2/4
Please note that the person you have invited to contribute to your site needs to have a WordPress 
account. 



Invite people to your site 3/4
When the person has accepted, they can see all the posts from your site and be able to edit.



Invite people to your site 4/4
Go back to ‘Manage > People’ tab and see the list of users that have joined your site.  Click on the 
user to change access settings.



Sharing your Posts on Social Media
Click on Tools > Marketing tab and select ‘Sharing Buttons’. Choose which social media networks 
you wish to share your site to. 



Sharing your Posts on Social Media
Create a new Post. Publish your Post and view it. You should see the ‘Share buttons’ displayed at the 
bottom of your Post. Please note that you cannot see the ‘Share buttons’ in Posts in a ‘Draft’ mode.



Integrating with Social Media
In Tools > Marketing, select the ‘Connections’ tab. If you have a social media account for your 
organisation, you can choose to integrate it. Click ‘Connect’ and follow the instructions.



Integrating with Social Media
In Tools > Marketing, select the ‘Traffic’ tab. If you do not wish to have ads on your website, you can choose to have a Premium 
account. You can also choose to show related content within your posts and integrate with Google Analytics with a Premium account.



Launch your site
Finally, when you are happy with your website, it is time to publish it. Click ‘Launch site’ and 
preview it. Congratulations! You now have a website for your organisation.
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