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WordPress — Administration Log

URL: http://labs.icahn.mssm.edu/your-lab-name/login

For security reasons, all users are required to
log into both the server and WordPress. After ‘V

logging in, you will be presented with the @ ORDPRESS
main menu.

Usemame

username

-0
" Step2 .

”
Windows Security u

The server labs.icahn.mssm.edu is asking for your user name and
password. The server reports that it is from Enter Password.

Warning: Your user name and password will be sent using basic
authentication on a connection that isn't secure.

['JSEI' name l

l Password ]
Rernember my credentials

] Remember Me

3

Lost your password?

+ Back to | aboratories — lcahn School of
IMedicine at Mount Sinai




WordPress Main Menu

Home
My Sites

My Networks

¥ Allin One SEQ

Posts

Events
Media
Pages

Comments

J¥ Appearance
g Plugins

o Users

4" Tools

Settings

After logging in, you will see a menu similar to the one at left.

You will use this menu to navigate the administration area of your site. This
menu will allow you to add pages, content (images, text, video, etc.), image
sliders, and events — and change the settings of your site.




1. WordPress - Pages

) Screen Options ¥ Help v
@ Dashboard Pages Add New h
¥ Allin One SEO -
in&ine All (2) | Published (2) Search Pages
A Posts Bulk Actions ¥ | Apply All dates ¥ | Filter 2 items
A Events Title Author » Date SEO Title SEO Description
q: Media Calendar durkac0l = Published # No title & No description
2016,/06,20
I Pages
test page — Front Page durkac0l — Published # No title & No description
All Pages 2016/07/25
Add New
Title Author » Date SEOQ Title SEO Description
¥ Comments
Bulk Actions ¥ | Apply 2 items

¥ Appearance

& Plugins

& Users

# Tools

Settings

Pages are the core component of your site and are used for your Home page, About Us, Research,
Contact, etc.

Ensure that your Home page (front page) is a page, not the default blog setting - please refer to
slide 5 for more information.

More general information on Pages can be found here:
http://wpsites.net/wordpress-tips/wordpress-pages-how-to-create-a-page-in-wordpress/



http://wpsites.net/wordpress-tips/wordpress-pages-how-to-create-a-page-in-wordpress/

WordPress — Settings > Reading (setting your Home Page)

@ Dashboard

Reading Settings

¥ Allin One SEO

Front page displays Your latest posts
A Posts
#) A static page (select below)
A Events
07 Media Front page: Home v
B Pages
= 9 Posts page: — Select — ¥
¥ Comments
» Appearance
Blog pages show at most 10 posts
K Plugins
= Users S
- Syndication feeds show the R
10 items

# Tools most recent

Settings

For each article in a feed, show o) Full text
al

Summary

Search Engine Visibility | Discourage search engines from indexing this site

It is up to search engines to honor this request.

Save Changes

Select the sub menu for “Reading” in the Settings Menu.
This is used to define the homepage of you site. Your homepage should be a page, not a blog.

Select “A static page” and then “Home” as your front page.




WordPress - Events

Screen Options ¥
@ Dashboard

Events Add New h

¥ Allin One SEO

All (0)
A& Posts Show All Authors ¥ | Filter
f Events Title Author [ ] Post Date Event date/time
All Events No Events found
Title Author [ ] Post Date Event date/time

0] Media
_l Pages

B Comments

¥ Appearance
& Plugins

o Users

& Tools

The Events module will allow you to create event pages and display a calendar on your website.

More detail on the events calendar can be found here: http://time.ly/document/user-quide/



http://time.ly/document/user-guide/

WordPress - Media Library

£ MySites £ Test Name forSite W 4+ New SEO Howdy, durkaco1 [

@ Dashboard Media Library = addnew D S

¥ Allin One SEO

E All media items ¥ All dates v | Bulk Select Search
A Posts

_f Events

07 Media

Library

Add New
|_. Pages

P Comments

J Appearance

& Plugins

& Users

f' Tools

Settings

S\ RSS Aggregator

Slider WD

o Co enu

The Media Library houses your images and documents (PDFs, Excel, Power Point, etc.). Once
images and documents are in the Media Library, you will be able to insert images into pages
and create links to documents.



WordPress — Appearance > Widgets

& Mysites @& Test Name forSite 4+ New SEO Howdy, durkaco1 [l
: Screen Options ¥ Help ¥
@ Dashboard W|dgets Manage with Live Preview
¥ Allin One SEO
Available Widgets Sidebar - Footer - Center M
A Posts To activate a widget drag it to a sidebar or click on it. To deactivate a widget and
#E delete its settings, drag it back. Text: Contact Us v
s Footer - Right v
O] Media Akismet Widget Archives ) .
Upcoming Events: Upcoming Events v
_ Y
I8 Pages iyt Tz sz freTt e e e
T GEmmers comments Akismet has caught Posts.
Header M
Calendar Categories
2 Appearance
T+ A calendar of your site’s Posts. Alist or dropdown of categories. Footer - Left v
- Custom Menu Pages
Hioss A\
M Add a custom menu to your sidebar. A list of your site’s Pages. Icahn h:’!hl’?t_()l t!_f Medicine fYad
al Mount Sinai -
- i
Recent Posts RSS 0 ic Plastic and ive Surgery, Stem Cell and Regenerative
CL Medicine Laboratory
Your site’s most recent Posts. Entries from any RSS or Atom feed.
& Phgine - .
¥ slider wor Tag Cloud 7
& Users 2 About Ophthalmic Plastic Surgery Contact Us
# Tools Add Slider to Your widget area. A cloud of your most used tags. Ophthsaimic Pla: urgery s @ specialized ares almology that
acrimal {lear)
Bl Settings 5
B se g Text Upcoming Events
R\ RSS Aggregator Arbitrary text or HTML. All-in-One Event Calendar: Lists

) upcaming events in Agenda view
Slider WD

Inactive Widgets

Drag widgets here to remove them from the sidebar but keep their settings.

Widgets allow you to place content in the right column of your website. Widgets appear in the right
column of every page. Examples of widgets that you can add include contact info, upcoming events, and
posts.

More information on adding Widgets can be found here: http://www.wpbeginner.com/glossary/widgets



http://www.wpbeginner.com/glossary/widgets

WordPress — Appearance > Menus (Navigation)

@. #a My Sites Test Name for Site 4 New SEO

Howdy, durkaco1 [l

@ Dashboard Menus | Manage with Live Preview

¥ Allin One SEO

Edit Menus
A Posts
_f Events Edit your menu below, or create a new menu.
07 Media
M Pages Pages a

P Comments
Most Recent | View All  Search

2 Appearance

Home
test page
Calendar
Menus Select All Add to Menu
Posts v
K Plugins Events -
- Users .
- = Custom Links v
& Tools
Categories v

Settings

S\ RSS Aggregator

Slider WD

@ collapse me

Screen Options ¥ Help »

Menu Name  Menu 1 Create Menu

Menu Structure

Edit your default menu by adding or removing items. Drag each item into the order you prefer. Click Create Menu to save your changes.

— Main Pages
Home Page ¥

test page sub item Page ¥ _ Sub Pages

Calendar Page ¥

m Icahn School of Medicine

at Mount Sinai

test page

Test Site

Home Calendar Home

Menus allow you to customize the navigation structure of your website. The Menu appears at the top of
your website, beneath your lab name. By creating a Menu, you can add pages as main pages or
subpages. Your site should contain no more than 5-6 main pages.

More information on adding Menus can be found here: http://www.wpbeginner.com/beginners-
quide/how-to-add-navigation-menu-in-wordpress-beginners-guide



http://www.wpbeginner.com/beginners-guide/how-to-add-navigation-menu-in-wordpress-beginners-guide

WordPress — Settings > General

Howdy, durkac01 [Ji

& MySites ¢4 Testsite ¥ 4+ New SEO

@ Dashboard

All in One SEO

Posts

Events
Oy Media
M Pages

¥ Comments

¥ Appearance
K¢ Plugins
o Users
& Tools
Settings

General

S\ RSS Aggregator

Slider WD

© coll

General Settings

Site Title

Tagline

Email Address

Timezone

Date Format

Time Format

Test Site

Training site

Iﬂﬁl . plai

ot

ﬁwnﬁ

claire.durka@mountsinal.org

This address s used for admin purposes. If you change this we will send you an email at your new address to confirm it. The new address will not become active

until confirmed.

UTC+0

v

Choeose a city in the same timezone as you.

Universal time (UTC) is 2817-83-82 18:04:34 .

*) March 2, 2017
2017-03-02
03/02/2017
02/03/2017

Custom:

*) 6:04 pm
6:04 PM
18:04

Custom:

m/d/Y
d/m/Y

Ej Y

gia

March 2, 2017

6:04 pm

Documentation on date and time formatting.

| Test Site | Training site ® |+

- b

labs.icalgn.mssm.edu/test/

|2 Most Visited @ Suggested Sites @ Getting Started @ Web Slice Gallery

m Icahn School of Medicine

at Mount Sinai

Test Site

The “General” setting is used to update the title of your site.

You can also add a tagline to give a short description which appears in a browser’s navigation tab.




WordPress - Posts

@E: & Mysites @& Testsite B 4 New SEO Howdy, durkaco1 [l

Screen Options ¥ Help ¥

@ Dashboard Posts | Add New h

¥ Allin One SEO rch Post
inne All (1) | Published (1) search posts

) Posts Bulk Actions ¥ | Apply All dates ¥  All Categories ¥ | Filter 1 item
All Posts Title Author Categories Tags » Date SEO Title SEQ Description
Hello world! durkac0l Uncategorized — Published & No title & No description
2016/06/20
T
# Event Title Author Categories Tags [ ] Date SEO Title SEQ Description
; vents
C‘I: Media Bulk Actions ¥ Apply 1 item
B Pages

¥ Comments

J¥ Appearance
& Plugins
* Users
#~ Tools

[E Settings

Posts are typically used for a blog or to post news. Most lab sites will be made up of pages, NOT
posts. Please refer to the slide 4 for more information on adding pages to your new site.

More detail on adding posts can be found here http://www.wpbeginner.com/beginners-guide/how-
to-add-a-new-post-in-wordpress-and-utilize-all-the-features/



http://www.wpbeginner.com/beginners-guide/how-to-add-a-new-post-in-wordpress-and-utilize-all-the-features/
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