Training for Posting to the Snowden Overlook Website
Winter 2016
Dennis Eichenlaub deichenlaub@gmail.corg410-872-0429

Part 1: Basic Posting

Logqging onr changing password:
Go to

http://snowdenoverlook.com/wpadmin

After you are logged in, hover the "Howdy" and click "Edit My Profile". You can change your
colorscheme and password on your profile page.

Edit Page [T
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Getting to your page:

Hover "Snowden Overlook" and click "Dashboard"

Howdy, K1 Test [l

New ¢ Editpage [l Events

SNOWDEN OV'F.RI_OOK

Hover "Pages" and click "All Pages"
2dz KF @S LISNXYA&aaAz2y 2yteée G2 SRAG @2dzNJ LI 3S6a0 o
button adds a new blog.) Don't add new pages. (You may click "Profile".)

+ new M events

@ & snowdenOverlook I
W | LT e2dz R2y Qi aS8S$

GOELI YR aSydz I
left side panel.

Dashboard

WordPress

Activity

WordPress

Edit the page Slug o askia

At a Glance

am P8y

Fwentyelevena theme

Q

News from Madern Tribe

Release: The Events Calendar 3.11.2

Help Wanted: WordPress Plugin Support for Events

You will see all the website pages because you have permission to vieagedl. (o find your training

LI 385 (eSS a¢NIAYyAy3IéE Ay GKS a{SINOK t| 3548¢ 02E®

Pages

All(73) | Published (73) | Trash (1)
Bulk Actions «~  Apply | All dates v Fiter
Titie Author L] Date
Activities Dennis. =
Eichenlaut
— Clubs Dennis.
Eichenlaub
— — Bible Club Page Dennis
Eichenlaut
Book Club Page Dennis
Eichenlaub

— — Bridge Club Page

— — canasta club Page Published
201500807

— — Care and share Club Fage Dennis = Published
Eichenlaub 201508407

— — wiah jongg club Page — Published
nenlaub 201540807

— — Men's Club Page = Published
chenlaub 2015010/21

— — Wen's Poker Club Page - Published
henlaub 20150807

— — wine Club Page Dennis = published
Eichenlaub 2015008407
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Al Published Trash training

Bulk Actlons - Apply  All dates

tie Author L]

— — Pool Training Schedule | Parent Page: Pool Denn e ¢ K S LvJI 3 S d ¢ N\] A y‘ }\
.| highlighted. You cannot ediis

page.

Training Charlie

Trle: Author L] Date

—_

There's nothing for you on the "Quick Edit" link. Pledseot changdi K S &t | NSy (¢ LI

Training Charlie

e

QUICK EDIT e

Training Class

training-class te
Dere 02-Feb v 06, 2016 @ 08 : 41
Auther Dennis Eichenlaub v
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Training Class
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Enter text here.

b20S GKS

Edit Page

Training Class

Tools to use toolsto-aveid
1 Bold
1 ltalic

1 Strikethrough

9 Bulleted List / Numbered List

1 Blockquote

9 Horizontal line

1 Align left/ center / right

9 Link/ Remove link

1 Toolbar

Publish

G w aithnd Xhis yravides lraceakility S
Howdy, Dennis Training [l

Preview Changes

¥ status: Published Edit
@ visibility: Public

) Revisions: 13 prowse

Categories
All Categories  Most Used

] Training Category

Fitness Category
K1 Category

K2 Category

K3 Category
Pool Category

§—Add-MailPoet S6&£SG3GSN X

1 Distraction free writing
1 Everything on the Toolbar

Posting Rules:

9 You have permission only to change content on your assigned pa@s({®rced)

9 You cannbcreate new pageslhe webmaster will create new pages for ygenforced)
9 You are responsible for everything posted with your user name. Protect your passwd
9 Keep your posts welcoming, friendly, and appropriate for our community.
9 Always place new content towards the top of the page.
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Formatting:

1

1
1
1

= =4

People will sedifferent things depending on their browser.

WordPress does not let you control the font.

Keep formatting simple.

Have a strategy. What are the categories of information on your page? How do you want to
organize and identify the categories?

Stay consistentOnce you have a strategy, stick with it.

| g2 AR O2yTFdaA2y> o0fdzS Ad F2NJEAY140 52y Qi dzas

the background.
To start over with formatting, use "Clear formatting" toolbar icon.
To avoid extra space between Imaise <Shift> <Enter>

Edit Page

Training Class Publish

any rules for valid tags. [ETETNR, tags may

other. If you don't know the rules for himl tags

Copying from Word or anether program might insert tags that are not himi tags, or do
not follow himl rules. Whal viewers see might vary dramatically.

Word count: 74 Draft saved ac 11:33:01 am. Last edited by Dennis Training on February 9, 2016 &t 10:44 AM

Formatting is accomplished witags 2 KSy &2 dzNJ O2 Y LJdzi SNRa oNB ga SN
formatting and does not display the tag. Thextview is an advanced view that shows the tags.

You can see the tagstrong>(bold),<em>(emphasis), angspan>0 dza SR T2 NJ O02f 2 NBR
know HTML, you should let WordPress manage the tags.

verlook  + New ge B Everrs o —

Edit Page

Training Class Publish

U  When making a list of items, WordPress will put extra space between the lines. To avoid this,
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Cut and Paste

1 From a web page, should be no problem (html to html)

T From Word, works OK
o0 Word format tags are different than HTML
0 WordPress translates many tags
0 Some formatting is lost

1 From other sources, check carefully in the texwiscreen
0 There may be unwanted tags. This can cause very strange results on your web page.
o PasteonlytextAy G2 GKS GSEG OASs &AONBSys 2N dzdaS (K
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Linksto other web pages(advanced topic)

U Be carefuk links are used for many digmate things.

T When linking to other websites, always clickpén link in a new window/tab".
1 Link only to your own content, or link to a home page.
9 Linked contenmust be public.

To link toanother site copy the URL from your browsertliis is not your own content,anot include
anything after the first single slash. (This is the domain address.)

Gt dzoft AO¢ YSIya GKS dz&aSNJI R2Sa y2i ySSR Iy | 002dz/i
picture.
Domain URL
nservedink Open in new tab
¢2 tAYy] G2 Fy240KSNI LI IS 2y 2 dihbh seld theipage You wzntSDod { ST N
y2iG OfAO01l &hlLISY Ay | yS¢g (lFoéd

Openin sametab

Insert/edit link

URL http/.

Search

Select

KI Event

Kendall 1 Meetings

Architectural Committee

Kendall |

Make sure you select g
at! D9¢

pg.7


mailto:deichenlaub@gmail.com

Training for Posting to the Snowden Overlook Website
Winter 2016
Dennis Eichenlaubdeichenlaub@agmail.corg410-872-0429

When you are finished:
"Update"- Don't forget to save your changes.
Exit the edit screen to preveidcking others out
It's a good idea to always look at your page on the site and test all links.

) 4+ New ViewPage [ill Events Howdy, K1 Test [l |8
@ VErste
Publish

& Dosts Test Bob
Q] Media Permalink: hitp://hoawebpages.cor noverlook/test-bob| Edit | viewrage

Set short
M Pages ¢ status: Published Edit
All Pages T Add Media fsual | Text B> Visibility: Public

& Profile I
- Update
o =
< , rg/" target="_blank">Long Reach
s ne/ar

Page Attributes

b || i || link | bquote || del | ins || img | ul | ol ||li| code | mare = €D Revisions: 2 Brc

Template

Default Template

Order

p? Use the Help tab in the upper

Reminder to save your work (chose "Stay on this Page", then click "Update")

Confirm Navigation *

1 -—T

The changes you made will be lost if you navigate away
from this page.

Are you sure you want to leave this page?

k Leave this Page Stay on this Page

What the next person will see if you don't exit the edit page before leaving.

This content is currently locked. If you take over,
Dennis Eichenlaub will be blocked from continuing
to edit.

Go back Preview m
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Things to know for next week:

File Names
WordPress uses a database. The text for the page you are working on is stored in the database.
Pictures and documents are stored as filethe Media Library. WordPress stores a link in the
database to media files.

Training

A |
8| Club-pic-2015-08

The instructor is 28jpg

OK, but he
needs a sense of
fashion.

&

Media Library

All media files go in the same folder. Wordpress shows them only as a list of icons, with the
most recent on top. The only way to find a media file is to have a good namingrion. That
lets us use the search function.

1 File namecategorydescriptionyyyymm-dd (ex: "KiMinutes201505-06")

"Category is displayed in the page edit screen

Edit Page

Training Class Publish
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Make sure to use 4 digit year, 2 digibnth, and 2 digit date.
Make sure and follow the order: year, month, date. This puts similar files in date order.
348 GORIFAKO F2NJ GKS aSLI NI (2N

The descriptor field is yours to make future searches easier. For example, if you update the
gardenclubp 3S3 @2dz YAIK(G dea Si 20 KASR Sy20NART & DFFENER S8y2 dzNJ Y S
consistentSpaces are allowed in the descriptiddse them either all the time or none of the

time, to make future searches successful.

Always always always stay completely dstesnt.

In this example:
T { SI NOKAY 3a AFy2dx0 Sa{nQFtiza § 32 F GKS aLl &S 0SisSSy
 {SINOKAY 3 -F/2Wp dhechuydcfiaRgit year.
1 { SI NOKAY 3 -ZDRONYféilabkoAwszitiieday and month are swapped.
f Changine NBY -afilydziSaé-aSsSiayBE! Aa y20G I T22R AR

Name

SOCA -Minutes-2011-06-27.pdf
SOCA-Minutes-15-04-27.pdf

SOCA-Minutes-2010-09-10.pdf
SOCA-Minutes-2010-10-27.pdf
SOCA-Minutes-2010-23-08.pdf

1 Files not correctly named can be removed without notice and without backup.

~

Name Type Size Track
thumbnails File folder
=] mG_201 51028_064708.jpg JPG File 718 KB
= e 20151028_064712.jpg JPG File 803 KB
&= IMG_20151028_064719.jpg JPG File 391 KB
= IMG_20151028_064725,jpg JPG File 1,375 KB
2] 1MG_20151028_064728,jpg JPG File 1,079 KB
[ 1IMG_20151028 064731jpg JPG File 1,417 KB

Why size matters

pg.10

9 The maximum file size is 2 Mbyt@nforced)
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Media files can be large. ghapshot taken with a cetlhone camera can exceed0POKbytes.
These can be reduced to less than 200 KBytes without affecting the picture displayed on the
web page.

Homework

It's "just us girls". This is the time to make mistakes / ask questionarésdeas.

Write a 3paragraph page about something you know or something that interests you.
Do not add anyictures omedia yet.

Be prepared to add 2 or 3 picturegxt week

Be prepared to add a documeint two weeks

Button-P u s h doméwsrk Guide

Go toésnowdenoverlook.cormwvp -adming and log in(p. 1)
I £ AO1 a 5ih thefudper llet{iz 3.

/I tA01 atl 3Saé¢ AYF @éR8z REVQIYEPE aKBIWTFdz £ YSydzz Of A
bottom of the left sidebalp. 2)

Hoveryouldr 3S> Of AO1 G9RAGE O6LIDP HU

Typeyourtex(p.3yp ! &S (G KS a¢ 2 2 dditibnAlFoenatihdtood £p. Rifaou3ed the |
formatting tags, sw 1 OK o6 01 G2 YxAadzafé¢ Y2RS 6L p

oUpdatet your changes (p. 8).
Prevew the page. If you have attigiks, check that they work as expected. (p 8).

Exit the edit screen (p. 8).
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