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Logging In

http://www.careerthoughtleaders.com/wp-admin/
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Your Username and Password are case-sensitive; enter them exactly as you received them.

If you want to skip this login step in the future, click the box next to Remember Me. You will not be asked for your login information again until you log out or two weeks have passed. If you do not check the box, you will be asked to log in every time you visit the admin area.

Once you have entered your Username and Password (and optionally checked the Remember Me box), click the Log In button.

If have lost your password and wish to get a new one, click the “Lost your password?” link and follow the instructions.

Upon successful login, you will be taken to the Dashboard. You should bookmark the Dashboard page so you can easily return to it later.
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Editing an Existing Page

The easiest way to get to the editing screen is to log in, then visit the page you wish to edit. From the dashboard, you can click on the “Career Thought Leaders” or “Visit Site” link in the top left corner, and it will take you to the home page. Click through to to page you want to edit, then scroll down to the bottom of the page, where you'll find a link that says “Edit this entry.” Click the link and you'll be taken to the editing window. This link will not appear if you aren't logged in, so if it's missing, log in using the instructions above, then continue.
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If you do not see three rows of buttons above the editing area, click the rightmost button on the top row (Show/Hide Kitchen Sink). This will make all of the editing features available to you.

Once you are in the editing window, it's much like editing a Word document... you have all of the formatting features available, such as bold, underline, etc. You can copy & paste content into the editing area or type new info manually.
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IMPORTANT!! If you are pasting from a Word document, you must use the “Paste From Word” button. If you paste directly, your formatting will most likely be all messed up and it will insert all kinds of garbage into the page. When you click the button, you'll get a popup window into which you can paste your text. Once your text is in there, click the Insert button and the text will be added to the page. Note for Mac users: You may want to paste from Word into a text document, then copy & paste from there. This will avoid potential formatting issues while retaining most of the formatting from your document. 
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When you're finished editing, click the Update button to save your changes.

Creating a New Page
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First, open up the Pages menu. To do this, place your mouse pointer over the right edge of the box that says “Pages”. When you get the down arrow, click your mouse button to open up the menu.

Click the “Add New” link once you've opened the menu. This will take you to the Add New Page form. At a minimum, you should:

1. Enter a title for the page.

2. Enter the content of the page.

3. Select the parent page.

4. Optionally set a custom field to show your author information, and optionally set up SEO fields.

5. Save your page by clicking the “Save Draft” or “Publish” button.
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Navigating Within the Page Screen

You can show and hide the contents of the boxes by clicking the down arrow which appears when you put your mouse on the right edge of the box title. Once you hide contents, they stay hidden until you open them again. Also, you may rearrange the boxes by dragging the box to a new position. For example, if you want to move the All In One SEO box underneath the editing area, click and drag using the gray title area of the All in One SEO box and drop it below the editing area.

Entering Your Page Content

First, choose a title that describes the content of the page. Enter it into the title box. This title will also become the permalink (the web site address). Important! If you have any apostrophes in your title, you will need to remove them from the permalink. To do that, click the Edit button next to the permalink (underneath the title). Remove the apostrophe, then click the OK button.

Second, enter the content of your page. You may type it in the content area, or you may paste it in from another document.
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IMPORTANT!! If you are pasting from a Word document, you must use the “Paste From Word” button. If you paste directly, your formatting will most likely be all messed up and it will insert all kinds of garbage into the page. When you click the button, you'll get a popup window into which you can paste your text. Once your text is in there, click the Insert button and the text will be added to the page. Note for Mac users: You may want to paste from Word into a text document, then copy & paste from there. This will avoid potential formatting issues while retaining most of the formatting from your document. 

[image: image10.png][ Add New Page
This is the page title

Permal

 hitp://www careerthoughtieaders com/this-is-the-page-tite/ _ Edit

Upload/Insert (=] I J3 # Visual HTML
B | 7= 1]« = ENE]
romae |+ 0| Al-l@ @ 2B 2 stykes |+
i) , # <9 A || =

This is the content area. In the Attributes bos, under Parent, I've selected
Career Management under Library as the parent page. Click on the box under
Parentto open the select list. Below is an ordered list:

1. Ttem #1 goes here
2. Ttem #2 goes here
3 ete

Path: of » i

Word count: 43 Draft Saved at 1:50:19 pm.

et I

Publish
Save Drart Preview
Status: Draft Edit

Visibilty: Public Edit

%) Publish immediately Edit

Attributes

Career Management

You can arrange your pages in hierarchies.
For example, you could have an "About”
page that has "Life Story” and "My Dog”
pages under it. There are no limits to how
deeply nested you can make pages.




Apply formatting as needed using the bold and italic buttons, lists, alignment, etc. 

To make bulleted or numbered lists which have space in between the points, locate the Path: listing underneath the editing area. The Path shows how the blocks of text are formatted (e.g. p is for a paragraph, ul is for a bulleted [unordered] list, ol is for ordered list, etc.). Click somewhere within your list, then click on the ul or ol next to Path. This should select your entire list. With the list selected, open the Styles list (at the right of the second row of toolbar buttons) and choose “wide” from the list. Your Path should now read “ol.wide”. It won't show in the editing window, but when the page is published, the list items will have space in between.
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To create a hyperlink, select the text to use as the link, then click the Insert/edit link button: 

Enter the URL/web address of the link in the “Link URL” box, then click the Insert button.

Note: The Insert/edit link button will not be available if you don't have any text selected in the content area.
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If you find it easier to edit in a larger window, use the fullscreen mode button. 

To get out of fullscreen mode, click the button again.
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Third, you'll need to choose the parent for your page. Click on the select box underneath Parent (in the Attributes section), then choose which page yours should be under. When posting articles, choose one of the pages under Library.

Fourth, if you want your author resource box to show at the end of the page, you'll need to set a custom field. In the Custom Fields section, select “show_author” from the Name list. In the Value box, enter bestprac. Then click the “Add Custom Field” button to save it. 
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You may also wish to set up information for the search engines. In the All In One SEO Pack section, enter a  title for your page, if you want it to be different than the title you entered above. Enter a brief description of the page. This is what shows up under the link in the search engines, so think of what you can put in there to entice a person to click through from search results. Keywords are optional and probably not necessary, but if you want to put in words related to but not contained in your article, you may do so in the Keywords box. The Title Attribute and Menu Label fields are not used.

Fifth, save your work. If you want to save it without posting and come back later for more editing, click the Save Draft button in the Publish section.

When your page is ready for public consumption, click the Publish button. Your page will become visible on the site.

This is how the screen looks after you've submitted your page. Make sure you see the yellow message box after you submit, to verify your page has been saved. You should click the “View page” link to make sure everything is as you expected. If you need to change something after viewing it, use the “Edit this entry” link at the bottom of the page.
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