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Part 1: Basic Posting 
 

Logging on - changing password:  

Go to 

http://snowdenoverlook.com/wp-admin 
1 

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

color scheme and password on your profile page. 
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Getting to your page:  

Hover "Snowden Overlook" and click "Dashboard" 

 
 

Hover "Pages" and click "All Pages" 

¸ƻǳ ƘŀǾŜ ǇŜǊƳƛǎǎƛƻƴ ƻƴƭȅ ǘƻ ŜŘƛǘ ȅƻǳǊ ǇŀƎŜόǎύΦ 5ƻƴϥǘ ϦŎƭƛŎƪ ŀǊƻǳƴŘϦΦ 5ƻƴϥǘ ǇƻǎǘΦ ό¢ƘŜ άtƻǎǘǎέ 

button adds a new blog.) Don't add new pages. (You may click "Profile".) 

               
 

You will see all the website pages because you have permission to view all pages. To find your training 

ǇŀƎŜΣ ǘȅǇŜ ά¢ǊŀƛƴƛƴƎέ ƛƴ ǘƘŜ ά{ŜŀǊŎƘ tŀƎŜǎέ ōƻȄΦ ¢ƘŜƴ ŎƭƛŎƪ ά{ŜŀǊŎƘ tŀƎŜǎέΦ 

 
  

LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ ƳŜƴǳΣ ǳǎŜ ǘƘŜ 

ά9ȄǇŀƴŘ aŜƴǳέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 

left side panel. 
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Pages you can edit are highlighted. Hover your page to view the action links. 

 
There's nothing for you on the "Quick Edit" link. Please do not change ǘƘŜ άtŀǊŜƴǘέ ǇŀƎŜΦ 

 
 

/ƭƛŎƪ ǘƘŜ ά9Řƛǘέ ƭƛƴƪΦ This is where you want to be. You may wish to turn on the "Toolbar Toggle". 

 
 

  

¢ƘŜ ǇŀƎŜ ά¢ǊŀƛƴƛƴƎ 5Ŝƴƴƛǎέ ƛǎ ƴƻǘ 

highlighted. You cannot edit this 

page. 
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Enter text here. 

bƻǘŜ ǘƘŜ άwŜǾƛǎƛƻƴǎέ ŀǘ ǘƘŜ bottom. This provides traceability. 

  
 

Tools to use / tools to avoid: 

¶ Bold 

¶ Italic 

¶ Strikethrough 

¶ Bulleted List / Numbered List 

¶ Blockquote 

¶ Horizontal line 

¶ Align left / center / right 

¶ Link / Remove link 

¶ Insert Read More tag 

¶ Toolbar 

¶ Add Mail Poet ƴŜǿǎƭŜǘǘŜǊ Χ 

¶ Distraction free writing 

¶ Everything on the Toolbar 

 

 

  
Posting Rules: 

¶ You have permission only to change content on your assigned page(s). (enforced) 

¶ You cannot create new pages. The webmaster will create new pages for you. (enforced) 

¶ You are responsible for everything posted with your user name. Protect your password. 

¶ Keep your posts welcoming, friendly, and appropriate for our community. 

¶ Always place new content towards the top of the page. 

 

mailto:deichenlaub@gmail.com


Training for Posting to the Snowden Overlook Website 
Winter 2016 

Dennis Eichenlaub ς deichenlaub@gmail.com ς 410-872-0429 
 
 

pg. 5 

Formatting: 

¶ People will see different 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 consistent. Once you have a strategy, stick with it. 

¶ !ǾƻƛŘ ŎƻƴŦǳǎƛƻƴΣ ōƭǳŜ ƛǎ ŦƻǊ ƭƛƴƪǎΦ 5ƻƴΩǘ ǳǎŜ ŀ ƭƻǘ ƻŦ ǊŜŘΦ YŜŜǇ ƎƻƻŘ ŎƻƴǘǊŀǎǘ ōŜǘǿŜŜƴ ǘŜȄǘ ŀƴŘ 

the background. 

¶ To start over with formatting, use "Clear formatting" toolbar icon. 

¶ To avoid extra space between lines, use <Shift> <Enter> 

 

 
 

Formatting is accomplished with tagsΦ ²ƘŜƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ōǊƻǿǎŜǊ ǎŜŜǎ ŀ ǘŀƎΣ ƛǘ ŘƻŜǎ ǘƘŜ ǎǇŜŎƛŦƛŜŘ 

formatting and does not display the tag. The Text view is an advanced view that shows the tags. 

You can see the tags <strong> (bold), <em> (emphasis), and <span> όǳǎŜŘ ŦƻǊ ŎƻƭƻǊŜŘ ǘŜȄǘύΦ LŦ ȅƻǳ ŘƻƴΩǘ 

know HTML, you should let WordPress manage the tags.  

  
 

ü When making a list of items, WordPress will put extra space between the lines. To avoid this, 

ƘƻƭŘ ǘƘŜ ά{ƘƛŦǘέ ƪŜȅ Řƻǿƴ ǿƘŜƴ ǇǊŜǎǎƛƴƎ ά9ƴǘŜǊέΦ  
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Cut and Paste: 

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

¶ From Word, works OK 

o Word format tags are different than HTML 

o WordPress translates many tags 

o Some formatting is lost 

¶ From other sources, check carefully in the text view screen 

o There may be unwanted tags. This can cause very strange results on your web page. 

o Paste only text ς ƛƴǘƻ ǘƘŜ ǘŜȄǘ ǾƛŜǿ ǎŎǊŜŜƴΣ ƻǊ ǳǎŜ ǘƘŜ άtŀǎǘŜ ŀǎ ¢ŜȄǘέ ǘƻƻƭ 
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Links to other web pages: (advanced topic) 

 

ü Be careful ς links are used for many disparate things. 

 

 

 

 

 

 

To link to another site, copy the URL from your browser. If this is not your own content, do not include 

anything after the first single slash. (This is the domain address.) 

 

άtǳōƭƛŎέ ƳŜŀƴǎ ǘƘŜ ǳǎŜǊ ŘƻŜǎ ƴƻǘ ƴŜŜŘ ŀƴ ŀŎŎƻǳƴǘ ƻǊ ǇŀǎǎǿƻǊŘΦ LŦ ǘƘŜȅ ŎƭƛŎƪ ǘƘŜ ƭƛƴƪΣ ǘƘŜȅ ǎŜŜ ǘƘŜ 

picture. 

 

 
 

¢ƻ ƭƛƴƪ ǘƻ ŀƴƻǘƘŜǊ ǇŀƎŜ ƻƴ ƻǳǊ ǿŜōǎƛǘŜΣ ǳǎŜ ά{ŜŀǊŎƘέ ǘƻ ŦƛƴŘ ǘƘŜ ǇŀƎŜ, then select the page you want. Do 

ƴƻǘ ŎƭƛŎƪ άhǇŜƴ ƛƴ ŀ ƴŜǿ ǘŀōέΦ 

  

¶ When linking to other websites, always click "Open link in a new window/tab". 

¶ Link only to your own content, or link to a home page. 

¶ Linked content must be public. 

 

Domain URL 

Open in new tab 

Open in same tab 

Search 

Select 

Make sure you select a 

άt!D9έ  
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When you are finished: 

"Update" - Don't forget to save your changes. 

Exit the edit screen to prevent locking others out. 

It's a good idea to always look at your page on the site and test all links. 

 
 

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

 
 

What the next person will see if you don't exit the edit page before leaving. 
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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 files in the Media Library. WordPress stores a link in the 

database to media files. 

 
 

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 naming convention. That 

lets us use the search function. 

 

 
 

"Category" is displayed in the page edit screen: 

 
 

  

¶ File name: category-description-yyyy-mm-dd (ex: "K1-Minutes-2015-05-06")  
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Make sure to use 4 digit year, 2 digit month, and 2 digit date. 

Make sure and follow the order: year, month, date. This puts similar files in date order. 

¦ǎŜ ά-ά όŘŀǎƘύ ŦƻǊ ǘƘŜ ǎŜǇŀǊŀǘƻǊΦ 

 

The descriptor field is yours to make future searches easier. For example, if you update the 

garden club pŀƎŜΣ ȅƻǳ ƳƛƎƘǘ ǳǎŜ ǘƘŜ ǿƻǊŘ άDŀǊŘŜƴ-έ ǘƻ ƛŘŜƴǘƛŦȅ ŀƭƭ ȅƻǳǊ ƳŜŘƛŀ ŦƛƭŜǎΦ .Ŝ 

consistent. Spaces are allowed in the description. Use them either all the time or none of the 

time, to make future searches successful. 

 

Always always always stay completely consistent.  

 

In this example:  

¶ {ŜŀǊŎƘƛƴƎ ŦƻǊ ά{h/!-aƛƴǳǘŜǎέ Ŧŀƛƭǎ ōŜŎŀǳǎŜ ƻŦ ǘƘŜ ǎǇŀŎŜ ōŜǘǿŜŜƴ ά{h/!έ ŀƴŘ ά-άΦ 

¶ {ŜŀǊŎƘƛƴƎ ŦƻǊ άaƛƴǳǘŜǎ-нлмрέ Ŧŀƛƭǎ because of a 2-digit year. 

¶ {ŜŀǊŎƘƛƴƎ ŦƻǊ άaƛƴǳǘŜǎ-2010-луέ fails because the day and month are swapped. 

¶ Changing ŦǊƻƳ ά{h/!-aƛƴǳǘŜǎέ ǘƻ ά{h/!-aŜŜǘƛƴƎέ ƛǎ ƴƻǘ ŀ ƎƻƻŘ ƛŘŜŀΦ 

 

 
 

 

 
 

Why size matters 

 

 
 

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

 

¶ The maximum file size is 2 Mbytes (enforced). 
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Media files can be large. A snapshot taken with a cell-phone camera can exceed 2,000 Kbytes. 

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 questions / share ideas. 

Write a 3-paragraph page about something you know or something that interests you.  

Do not add any pictures or media yet. 

Be prepared to add 2 or 3 pictures next week. 

Be prepared to add a document in two weeks. 

 

Button-Pusher’s Homework Guide 

 

Go to άsnowdenoverlook.com/wp-adminέ and log in (p. 1). 

 

/ƭƛŎƪ ά5ŀǎƘōƻŀǊŘέ in the upper left (p. 2). 

 

/ƭƛŎƪ άtŀƎŜǎέ ƛƴ ǘƘŜ ƭŜŦǘ ƳŜƴǳ ōŀǊΦ LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ Ŧǳƭƭ ƳŜƴǳΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά9ȄǇŀƴŘ aŜƴǳέ ƛŎƻƴ ŀǘ ǘƘŜ 

bottom of the left sidebar (p. 2). 

 

Hover your ǇŀƎŜΣ ŎƭƛŎƪ ά9Řƛǘέ όǇΦ нύ 

 

Type your text (p. 3)Φ ¦ǎŜ ǘƘŜ ά¢ƻƻƭōŀǊ ¢ƻƎƎƭŜέ ǘƻ ƎŜǘ ŀdditional formatting tools (p. 3). If you see the 

formatting tags, swƛǘŎƘ ōŀŎƪ ǘƻ ά±ƛǎǳŀƭέ ƳƻŘŜ όǇΦ р). 

 

άUpdateέ your changes (p. 8). 

 

Preview the page. If you have any links, check that they work as expected. (p 8). 

 

Exit the edit screen (p. 8). 
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