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More Help Elsewhere

1. The WordPress Codex is a help guide for everything WordPress

2. Lynda.com is a collection of online training videos to which American University subscribes. The entire
WordPress Essential Training (5 hr, 14 min duration) is great, but you can also peruse video segments by
topic. In particular, this EdSpace Getting Started playlist covers the basics. (Note: Lynda.com requires AU
login.)

3. WordPress is the most popular website development system in the world, so there is a wealth of YouTube
videos, forums, and other training support and documentation online. A little googling can get you far.
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Log in

Go to edspace.american.edu and select on “Log In/Dashboard”

Log in to edspace.american.edu with the access ID and temporary password you received via email to begin.

[AU CTRL WP Network] Your username and password

to -
Username .

Password: =8

https://edspace.american.edu/wp-login.php

WordPress wordpress@edspace.american.edu via email.wpengine.com

Inbox

x = HJ

Jul 18 4 Reply ~

Change Password

Change your password when you first log in.

Dashboard > Users > Your Profile. Scroll down to the Account Management section and select Generate
Password. Replace the suggested password with a new password of your choosing. Choose a password or phrase
that you will remember, including numbers, letters, and symbols. American University requires Medium or Strong
passwords, as indicated by the strength tester. Once you have updated your password, click Update Profile to save

your new password.

&) P MySites A Lindsay M's CLSSite 9 4+ New

@ Dashboard Biographical Info

@ Jetpack
A Posts
07 Media
Forms
I Pages Profile Picture
® Comments

= Feedback

¥ Appearance

K¢ Plugins Account Management

& Users >
New Password | esssssssessessnssssanns

All Users Strong
Sessions Log Out Everywhere Else

4 Tools everywhere else, and stay logged in here.

Settings
Avatar

Multi Importer
= Avatars Image Choose Image

© Collapse menu

Original Size

Undo

\ Update Profile

Share a little biographical information to fill out your profile. This may be shown publicly.

You can change your profile picture on Gravatar.

Did you lose your phone or leave your account logged in at a public computer? You can log out

Howdy, Imurphy [l

. ® Show  Cancel
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Create/Update Your Profile

Dashboard > Users > Your Profile >Edit your Personal Options.

Enter your First Name, Last Name, and Nickname in the respective fields. Choose a display name from the
“Display name publicly as” dropdown field. Your display name is the name that will be visible the public. Edit your
settings and avatar based on your personal preferences. Once you are finished, be sure to scroll to the bottom of the
page and select Update Profile.

Forms
Toolbar v Show Toolbar when viewing site
M Pages
® Comments Name
F=] Feedback
Username murphy Usernames cannot be changed.
> Appearance
. Plugi
b FhgIns First Name Lindsay
o Users
All Users Last Name Murphy
Nickname (required) Imurphy
# Tools Display name publicly as v Imurphy \
Lindsay r
Settings Murphy
Contact Info Lindsay Murphy
Murphy Lindsay

%) Multi Importer

...scroll to bottom...

Update Profile

Thank you for creating with WordPress.
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Orientation to Dashboard, Toolbar, and Site

Dashboard

The Dashboard and Toolbar allow you to customize your site's appearance, add content, manage comments
and users, and more. We'll take a quick look at some key features, and then get into specific actions on the

Dashboard.

Toolbar

&) P MySites A Lindsay M's CLS Site 9 4+ New Howdy, Imurphy [l

Once you are logged into your site, you'll see an admin toolbar across the top of any edspace.american.edu site. This
toolbar lets you navigate from your site to other areas, such as a different site of yours (My Sites), to view site (Visit
Site), to view comments (comment icon), and to quickly add new content (+New). From here, we will explore the
Dashboard in order to learn more about the backend of your blog.

Dashboard
The Dashboard is your site’s control center, and the main way to access and change all of your site’s settings and
functionality.

Dashboard Menu

There are three sets of items on the left-hand menu. The first set is for blog admin (Home - Stats),
the second set (Posts - Feedback) helps you manage your site content, and the third set (Appearance
- Avatars) allows you to manage the design and structure of your blog.

Start Editing Your Site
Click the “My Sites” button on the sidebar to get started. From here you can visit your site, or your
“Dashboard.” Click on Dashboard to begin managing your site.

> Appearance Alternative 1: Top Navigation Bar: My Sites > Your Site Name > Dashboard
¢ Plugins Alternative 2: Append “/wp-admin to the end of your site URL.
Example: edspace.ametican.edu/js1234b/wp-admin

[l Settings

@) Multi Importer

= Avatars

© Collapse menu




Quick Start Guide: SPA Leadership Portfolios

Introduction to your SPA Portfolio website

Your website has a “home” page created for you. This page is static and you can edit it right away. You can also
create a page that is dynamic, meaning that it will reflect the most recent posts you create (Posts) — we’ll get to that
later (see Posts).

Editing Pre-Created Pages
Dashboard > Pages > All Pages > Home

&Y & MySites 4 SPA Leadership Portfolio Template <> 1 # 4+ New Howdy, Lindsay

. Screen Options ¥ Help ¥
WP Engine Pages Add New

Jetpack

The EdSpace team has finished updating many WordPress themes and plugins. Contact us at edspace@american.edu if anything is awry - particularly if
Dashboard vuu've enabled Jetpack and it's not functioning correctly.

HESE All (4) | Published (4) | Trash (2) Search Pages
Media Bulk Actions % = Apply Alldates %  Filter 4items
Forms Title Author [ ] Date
Pages About Me ~— Front Page nikkilane —_ Published
2016/03/17
Add New My Reflectioins — Posts Page nikkilane — Published
2016/03/17
® Comments
Resume nikkilane — Published
F=] Feedback 2016/03/17
¥ Appearance Work Sample nikkilane —_ Published
. . 2016/03/17
A Plugins
& Users Title Author [ | Date
# Tools Bulk Actions % = Apply 4 items

Settings

Update the page title, insert media (detailed media instructions begin page 9), share important information and/or
an introduction to your website by editing the main text box. All text fields can be edited. To undo an action, use
Command/Control + Z. More advanced users can select the “Text” tab to edit the page’s HTML directly. When
you are finished, select “Update.”

. Screen Options ¥ Help ¥
WP Engine Edit page Add New
Jetpack
The EdSpace team has finished updating many WordPress themes and plugins. Contact us at edspace@american.edu if anything is awry - particularly if you've enabled
Dashboard Jetpack and it's not functioning correctly.
Posts
About Me Publish a
Media
Permalink: https://edspace.american.ed'/~Z..emplate/ Preview Changes

Forms
? Status: Published Edit

I Pages 07 Add Media | |8 Add Form | = Add Contact Form Visual || Text
All Pay @ Visibility: Public Edit
ges B I e o
[iiil Pusiiched on: Mar 17, 2016 @ 15:49
Paragraph v Edit
Comments
Move to Trash
Feedback
Appearance Page Attributes a
i Plugins
Parent
Users
(no parent) :
Tools
Order
Settings
0

=) Multi Importer
Need help? Use the Help tab above the

= Avatars screen title.

Alternatively, add cture here that represents your

© Collapse menu

v values. Delete this textonce done. e e e
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Deleting Pages

Consider removing a page from your site’s navigation before deleting a page entirely, as you may want to edit or
archive the page later.

To remove a page from your navigational menu, go to Dashboard > Appearance > Menus and expand the item
reference by selecting its corresponding down arrow. Select “Remove” and “Save Menu.”

T P Mystes 4 REAL7I7 O 11 @ + New Howdy, march [l
WP Engine EditMenus  Manage Locations
© Jetpack
@ Dashboard Edit your menu below, o create a new menu.
A Posts
e g Menu Nome
Forms
® Most Recent  View All  Search Menu Structure
W Pages Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.
Welcome
¥ Comments Financials
Complanc and Marketing weicome 210
» Appearance Properties
Business Novigation Lobel Tite ttibute
Investors Welcome
Openinkin o new windowrab
select Al addtoMern) CSS Classes (optional) Link Relationship (XFN)
Posts.
Description

Custom Links

Categories /
The description will be displayed in the menu if the current theme
Tags supports it

Move Down one

B Settings
Multi Importer
= Avatars
Business Page
[
Investors Page
Properties Page
Compliance and Marketing Page
Financials Page

Menu Settings
Auto add pages Automatically add new top-level pages to this menu

Theme locations | Primary Menu

o @

To delete a page entirely, navigate to the page (Dashboard > Pages > Page Title) and hover over the page name.
Select “Trash” to delete the page. Alternatively, you may select the “Trash” icon in the page editor.

&« C'  { https://edspace.american.edu/real737 /wp-admin/edit.php?post_type=page Qv =
(L] Personal [ CTRL AU (L] Other Bookmarks
@ P Mysites 4 REAL737 O 11 B + New Howdy, march [l
. Screen Options Help
WP Engine Pages Add New
@ Jetpack
All | Published | Trash Search Pages
Dashboard .
@ Bulk Actions  § = Apply All dates 4 Filter 6 items
A Posts Title Author | ] Date
07 Media Business pehinlo 2015/03/12 6:31:29 pm
Published
@ Forms
W Pages Compliance and Marketing hoeritz 2015/03/12 6:41:39 pm
Published
All Pages
Financials hoeritz 2015/03/12 6:41:59 pm
Add New Published
¥ Comments Investors hoeritz 2015/03/12 6:30:56 pm
Published
¥ Appearance
Properties hoeritz 2015/03/12 6:41:08 pm
K¢ Plugins Published
3
& Users Welcome - Front Page march 2015/05/06 3:42:53 pm
& Tools Edit | Quick Edit View Published
Settings Title Author [ J Date
Bulk Actions  § = Apply 6 items

5/ Multi Importer

= Avatars
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Setting your Site Identity
Dashboard > Settings > General

Help

) b General Settings
Your site is set up with a default site |t . .
R . . Site Title Enter New Site Title

title. You can customize your site s Posts
title, subtitle and display within U Meds Tagline | Enter Optional Site Tagline
the Cﬂeral Settiﬁ S Forms In a few words, explain what this site is about.

g g ’ N Pages

Email Address Imurphy@american.edu

® Comments
This address is used for admin purposes. If you change this we will send you an email at you

(= Feedback new address to confirm it. The new address will not become active until confirmed.

¥ Appearance

Timezone uTC-4 :
K¢ Plugins iy
Choose a city in the same timezone as you.
e Users . ) N
Universal time (UTC) is 2016-08-83 18:47:06 . Local time is 2016-88-03 14:47:06 .
4 Tools
[l Settin,
& 8s Date Format ® August 3, 2016 Fi, Y
2016-08-03 Y-m-d
Writing
08/03/2016 m/d/Y
Reading
03/08/2016 d/m/Y

Discussion

When you are finished, remember to scroll to the bottom  |EREERUEEY
and select Save Changes. = Avatars

(<] Collapse menu

Thank you for creating with WordPress.

Pages vs. Posts

Posts

Posts are entries listed in reverse chronological order on the blog home page or on the posts page. Your SPA
Portfolio site has default posts page set, but you can change it in the reading settings (Dashboard > Settings >
Reading). If you have created any sticky posts, those will appear before the other posts. Posts can be found in the
Archives, Categories, Recent Posts, and other widgets. Posts are also displayed in the RSS feed of the blog. You can
control how many posts are displayed at a time in the Reading Settings. The URL for a post includes the date the
post was published like this: http://edspace.american.edu/js2314a/2008/11/30/post-title/

See Posts for more detailed information.

Pages

Pages are static and are not listed by date. Pages do not use tags or categories. An About page is the classic
example. Pages can be displayed in the sidebar using the Pages widget, and some themes display pages in tabs at the
top of the blog. If you have 50 pages and you use the Pages widget, then all pages will be listed all the time. The
URL for a page looks like this: http://edspace.american.edu/js2314a/page-title/

See Pages for more detailed information.
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Creating Pages
Within the wp-admin dashboard, select Pages > Add New (previously-made pages are available to edit under
Pages > All Pages)
1. Fill out page title, text (body) and insert media as desired
2. Select any page attributes — some themes offer page templates and the potential to have a parent/child page
hierarchy (particularly helpful for large site organization)
3. Select “Publish” when ready

. Screen Options Help
WEE D Add New Page
@ Jetpack .
’T|tle of Page ‘ Publish
# Dashboard
Save Draft Preview
"
Posts @) Add Media | | [Z) Add Contact Form Visual ~ Text ¢ Status: Draft Edit
37 Media B =1
B I #c = i= ¢¢ — = = = = OB g > ® Visibility: Public Edit
M Pages p n = o - o
aragrap U E A @ Q # = 2] [ii] Publish immediately Edit
All Pages .
= Text, media, forms Move to Trash -
Comments
Feedback Page Attributes
Parent
Appearance
& Plugins (no parent) ¢ \
Users order  Site organization
 Tools o 4&Tnd heirarachy
Settings Need help? Use the Help tab in the upper
right of your screen.
= Avatars
© Collapse menu p Featured Image

Word count: 0

Creating Posts
1. From within your top toolbar, select + New > Post
Alternative: Within Dashboard, select Posts > Add New
2. Fill out post title, text (body) and insert media as desired
3. Select categories as desired. Categories can help you filter and organize your posts. (see Categories for

more details.)
4. Select S

Edit Post Add New

“Publish”
u S Are you creating a website/ePortfolio? Please take our 10 Question Survey to see if this platform meets your needs (and if AU should continue to offer it).

when ready

Hello world! Publish
Permalink: http:/, american.edu plate/2015/05/26/hello-world/| Edit || View Post || Get Shortlink Preview Changes
- 9 Status: Published Edit
9 AddMedia | | @ Add Form Visual  Text T
—— - ® Visibility: Public Edit
B I # “« - = == RRZEZR
- — - — i Published on: May 26, 2015 @ 14:16
Paragraph v U = A B © Q # = ) e
—
Welcome to edspace.american.edu. This is your first post. Edit or delete it, then start blogging! Move to Trash Update |
—
Format
o) A Standard
Aside
mage
Video
Quote
Link
)
Word count: 15 Last edited on May 26, 2015 at 2:16 pm N
Categories
Excerpt All Categories  Most UseH
7| si1s0lson
Class
Mentor
Excerpts are optional hand-crafted summaries of your content that can be used in your theme. L Research
S1SOlsonts
Send Trackbacks + Add New Categon
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Adding Media to Posts and Pages

In addition to written content, you can add images, videos, files, and links to your pages and posts. You can add
media through the post or page editor (outlined below). Alternatively, you can add media directly to your site
through Dashboard > Media > Add New. You can also access all uploaded files to add details or delete them via
Dashboard > Media > Library.

Adding Images/Files
1. From within the editing pane of a post  [SF . 6 Add Media| | @ Add Form | | [5) Add Contact Form
or page, select the Add Media button. o BT wm = E 6 — = = =P R E =
Add New Paragraph v U = A v E © Q ¥ T 4§ o

Categories

Taes

Insert Media ¥
2. You can upload new media, including images, Upload Fies  Media Library
PDFs, word documents, and other types of
files in the Upload Files tab. If you have
already uploaded media, you can select them Drop files anywhere to upload
in the Media Library tab. or

Select Files

Maximum upload file size: 50 MB.

Insert into post

3. Add details about your media. Insert Media Insert Media x
a. Complete the Alt Text field, ;('r;";:’ge Q] Meda tbrary
which provides a description of #iedatem:s | Aigates  #| | Search ATTACHMENTDETALS
the image for people with DS A E}E“?‘é{aﬁi
visual disabilities. &l e
b. Set the alignment, size, and : —
optional linking. gl e mm—
c. Check to make sure the e | athgain
checked file (outlined in blue o
with a check mark in the P
corner) is the one you have Descrpin
been editing, and select Insert
into Post. ATTACH;4€NT DISPLAY SETTING

Alignment  None #
LinkTo  None

Size  Full Size-65%67 %

1 selected A"
. EEJ Insert into post
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Editing the Navigational Menu
Log into wp-admin Dashboard > Appearance > Menus.

o Select pages/posts/links (to the left of the new Navigation menu section) that you’d like to be featured in

the menu by (1) checking their corresponding boxes and (2) clicking “Add to Menu.”

e By Selecting/Clicking and Dragging, (3) arrange the order of navigational items. For items that should be

“under” parent pages, drag them below and to an indent of their parent page.

e Select (4) “Save Menu” when you’re done.

2 P 0 4 New Free[NA]

@ P MySites 4 Laura's Honors ePortfolic O

WP Engine
3 Jetpack
@ Dashboard

# Posts
) Media
§ Pages

¥ Comments

A Appearance

Widgets
Menus

Child Theme
Theme Options
Header
Background
% Plugins
& Users

# Tools

B Settings

© Avatars

Edit Menus

Manage Locations

Edityour menu below, or create a new menu

Pages

1

MostRecgp ViewAll  Search

Reflections
Resume
Welcome

SelectAll
Posts
Links
Categories
Tags

Format

Add to Menu

N

Screen Options

Menu Name  TopNav
Menu Structure
Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.

Welcome Page

Resume Page

Reflections Page
Menu Settings
Auto add pages /| Automatically add new top-level pages to this menu 4
Theme locations 7 Primary Menu

Footer Links

! Primary Menu - Members Only
Footer Links - Members Only

Adding a Gravity Form to Your Site (Contact Me)

Full Gravity Forms instructions: https://www.gravityhelp.com/documentation/article/creating-a-form/

To add a new form, g

(iR e)

Create a New Form

Form Title *

Investor Submissions

Form Description

How to description goes here...

o to Dashboard > Forms > Add New and enter the name and description of your form.
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Select the fields to be added to your form (many standard fields such as “Name” and “Address” are already

available in the Advanced Fields section). Drag-and-drop items into desired order. Select “Update Form” when
finished.

@) P MySites & REAL737 Howdy, march
ly Y,
WhEngne Form Editor

O Jopot o]
@ Dashboard . "

(&' Form Editor ¥} Form Settings (D Entries @ Preview Switch Form :
A Posts
Q) Media Standard Fields

Name
@ Forms .

Advanced Fields

Forms First Last
e o Name Date
Entries Time Phone
Settings

Time Address Website
Import/Export .
Updates - i . ’ Email File Upload
Add-Ons CAPTCHA List
Help
[N Pages Address Post Fields
® Comments

Pricing Fields

Street Address

¥ Appearance
e —
i Plugins
A Plugt Address Line 2 Move to Trash { Update Form )
S

e Users
& Tools city State / Province / Region
Settings

2ZIP / Postal Code Country
5 Multi Importer
= Avatars
(4 u Email

Navigate to the page where the form will be visible (Dashboard > Pages > Page Title). Place text cursor where

11

form should be inserted and select “Add Form.” Select form to be added from drop-down menu and select “Insert

Form.” A shortcode will be added to your page. Be sure to select “Update” page for your changes to go live.

Insert Gravity Form

Insert A Form

Investor Submissions R your post or page.

v Select a Form

Can't find your form? Make sure it is active.

¥ Display form title ¥ Display form description Enable AJAX

Advanced Options

=

Your form will now be visible on its live page. Submissions will be viewable in Dashboard > Forms > Entries.
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Editing Site Visibility
1. Log into wp-admin Dashboard > Settings > Reading.
2. Select desired level of site visibility
3. Select “Save Changes” to update site

P Mysites 4 Laura's Honors ePortfolio <> 2 § 0 4 New Free [N/A] Howdy, march

Reading Settings

WP Engine

etpack '

Jsp Front page displays Your latest posts

Dashboard o) Astatic page (select below)

Posts

Front page: Welcome %

Media

- Posts page: Reflections #

Comments

[ Blog pages show at most 10 posts

Plugins
i Syndication feeds show the 10 items
e Users most recent
# Tools
Settings For each article in a feed, ® Fulltext

show s
umma

General o
Writing
Reading Site Visibility = Allow search engines to index this site
~—— Discourage search engines from indexing this site
Media Note: Neither of these options blocks access to your site— it is up to search engines to honor your request.

Eeaniks Visitors must have a login - anyone that is a registered user of edspace.american.edu can gain access.
CoEATsEs Only registered users of this blogs can have access - anyone found under Users > All Users can have access.
No Page Comment N . - e

8 Only administrators can visit - good for testing purposes before making it ive.
Twitget

Members Only

Anyone that visits must first provide this password:
Limit Login Attempts

Note: Anyone that s a registered user of this blog won't need this password.

Avatars
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Adding Users to Your Site
Log into the dashboard of your EdSpace site (usually by appending /wp-admin to the end of your public URL)

Navigate to Users > Add New
Add an existing EdSpace user by using the form on the top of the page.

Add a new user by using the form on the bottom of the page

T P MyStes # 2ndSampleSite & 3 ® 0 4 New Free [N/A)

e Add New User
@ Jetpack

Add Existing User
@ Dashboard
Enter the emall address or username of an existing user on this network to invite them to this site. That person will be sent an emall asking them to confirm the Invite,
# Posts
E-mail or Username
9] Media
W Pages Role Subscriber

¥ Comments

[=] Feedback Skip Confirmation Email Add the user without sending them a confirmation email

>
> Appearance T
K Plugins
& Users Image Choose Image

Al Users

o Has edspace.american.edu
Your Profile
Reports Original Size Thumbnail | d
account already
# Tools
1 Settings A Bdsing Useej
= Avatars [Add New User
o L Create a brand new user and add them to this site.
Username (required)
E-mail (required)
Role Subscriber
Skip Confirmation Email Add the user without sending them a confirmation email.
Avatar
Image Choose Image
Does not have an account
Original Size Thumbnail 5
on edspace.american.edu

Change the User Role as desired.
¢ Administrator — somebody who has access to all the administration features within a single site.
e Editor — somebody who can publish and manage posts including the posts of other users.
e Author — somebody who can publish and manage their own posts.
e Contributor — somebody who can write and manage their own posts but cannot publish them.

e Subscriber — somebody who can only manage their profile and access the site if it is locked down to
registered users only.
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Changing the Look-and-Feel of Your Site

Themes

A WordPress Theme is a collection of files that work together to produce a graphical interface with an underlying

14

unifying design for a weblog. These files are called “template files.” A Theme modifies the way the site is displayed,

without modifying the underlying software.

Choose a Theme

Within the wp-admin dashboard, select Appearance > Themes, then browse layouts available, and select Activate

for desired theme.

) AP MySites & 2ndSample Site <4 New Free [N/A]

WP Engine
@ Jetpack
% Dashboard

Posts
] Media
|8 Pages

Comments .
Fruitful

Feedback

Appearance

Themes
Customize

Widgets

Menus .
Theme Details
Edit CSS

A Plugins

e Users
# Tools

5 Settings Make Live Preview

i Howdy,march. A

Triangles, Rectangles, Squares

What is a Hexagon?

Hex

MeadowHill

ABOUT SECTION

MeadowHill
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Adding or Editing Widgets

WordPress Widgets add content and features to your Sidebars. Examples are the default widgets that come with
WordPress; for post categories, tag clouds, navigation, search, etc. Plugins and Themes will often add their own
widgets

1. Log into your WP-Admin Dashboard page (append /wp-admin to the end of your site’s URL)
Within the WP-Admin Navigation, go to Appearance > Widgets

Expand Widgets Areas (c.g. Sidebar, Footer) by selecting Down Arrow next to widget title
Select and Drag Widgets (left-side) into desired areas and edit as needed.

To remove Widgets, select and drag Widgets away from Widget area.

Ui

A Mysites @ Kate BHonors ePortfolio B Howdy, kb8428a [

A Posts

o i 2
37 Media Text: Long-Term Goals Footer Widget 2
M Pages Akismet Widget Archives
Title:
Footer Widget 3
¥ Comments Display the number of 5 A monthly archive of your site’s Long-Term Goals 8

comments Akismet

» Appearance S<Dr>

Master's Degree with Hi

Calendar Categories

A calendar of your site’s Posts. Alist or dropdown of categories
Widgets

Custom Menu Dazzling Popular Posts Wi

get to add one of Displays tal
as a widget. pos
- 3 br>
Background
2 Decent Comments Meta B t i |
uis at mauris qua .

DN All Widgets Must
e 8 Decent Comments Log infout, admin, feed and
. b Be Saved Separately
Bl powered-by links

For All Updates
& Tools Pages Powered By WP Engine P
5 Automatically add paragraphs
[ Settings —

Alist of your site's Pages. ard 'Powered By

Delete | Close
your sidebar
Recent Comments Recent Posts

© Collapse ment Text: Semester Goals

extin
© Avatars




