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I. How to get into Dashboard?

Dashboard of a site enable user to edit and adding new post/page, upload media, make
arrangement on top menu, customizing sidebar and many more. Steps to get into the
dashboard are:

Get the site’s URL

Add /wp-admin at the end of the site’s URL.
Key in your username and password

Click Log In.

o op

Username

¢. key in your username

Password

key in password

[ Remember Ma
d. select “Log In”

Reqister | Lost your password?

«— Back 1o Associate Professor Dr. Nor Azman
Ismail
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II. What is Post and How to Create It?

Post is something that not permanent, which can be group by setting the Post

Category/Format. Post will continuously change with the latest post that published by user.
Steps to create a new post are:

Go to Dashboard
Select “Post” and click “Add New”

Key in the post title, post content (body) and determine the post format/category.
Click “Publish”

a0 o

m w Stay i the WordPress loop by folowing us on £apsboos, Googe+ and Taimer, and never mess out on great plugns, Thames or Imponant seounty news!
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III. What is Page and How to Create It?

Page is permanent compare to Post. Page will be fit with information that user wish to keep
and publish it for a longer time. Page also suitable to make up Menu. Steps to create a new

page are:
a. Go to Dashboard
b. Select “Page” and click “Add New”
c. Key in the Page title, page content (body)
d. Click “Publish”

UTM Copyright © by Corporate Web Communication Unit,
@~~ =42 Office of Corporate Affairs,
Universiti Teknologi Malaysia



Manual for Website Development Using Wordpress for Academic Staff Personal Site

written by Aeisyah Hanum

WPMU DEV updates are available: Pieaso review your available updates today!
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IV. How to Upload Media to Gallery?

Media is any type of file like .pdf, .doc, .docx, .jpeg, .png and many more. Gallery act as store
and group all media uploaded to the site. Steps to upload media to the gallery are:

a. Go to Dashboard
b. Select “Media” and click “Add New”
c. Click “Select File” button. Then choose your file.
d. Save by clicking “Save All Changes”
=17 L
. _ 3= | “'ﬁ""’ "W o. Cliok “Select File” bottom
Q’ e = N L .

S d. Click "Save all changes™ to save media

V. How to Arrange Menu?

Menu can be consists of Page, Post, Categories, Format or Custom Links. Steps to create and
arranging menu are:

a. Go to Dashboard

b. Select “Appearance” and click “Menus”

c. To create new menu, key in the menu name and select “Create Menu”.

d. Then, user can choose either to construct the menu from Pages, Posts, Categories,
Format or from Custom Links

e. Do not forget to click “Add to Menu” button to each selected items.

f.  Click “Save Menu” to save menu that user has created.

g. To activate menu, user need to go to Appearance and choose “Widget”

h. Drag “Custom Menu” widget to “Header Right” section.

i. Then, select the menu name (the one that created and saved before)
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j. Click “Save” to save widget.
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VI. How to Set Up Widget?

Widget is something that can be customized by user. It depends on what user does wish to
show at the homepage. Steps to set up the widgets are:

Header Right:

Go to Dashboard

Select “Appearance” and click “Widget”

Drag “G-Translate” widget to “Header Right” section.
Click “Save” to save changes.

o o

Header Right

o~ &“ "T This i the widgel area in
Calendar to Header Right  crransiae
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Primary Sidebar:

Go to Dashboard

Go to “Appearance” and select “Widget”

Drag “Text” widget to the “Primary Sidebar” section.
Put widget title, and HTML code (as shown below)
Click “Save” to save changes.

P a0 o

= s wohmasotar
Howdy, webmaste .

Header Right
ddgets back here lo

Primary Sidebar

This is the prnmary sidebar if you are using a
te's posts twao or three column site layout option

Text: Dr. Nor Azman Ismall

id on
ne Title:
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align="justify">"The best way 10 have a goad idea Is 1o have a lot of ideas”
</p>
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Secondary Sidebar:

Go to Dashboard

Select “Appearance” and click “Widget”

Drag “Text” widget into “Secondary Sidebar” section.
Put the widget title, and HTML code (as shown below)
Click “Save” to save changes.

e oo o

Howdy, webmaster .

age Categories: Categorles

with thumbnails

ots Secondary Sidebar

est lweaeis
This Is the secondary sidebar if you are using

a three column site layout option
]

scl Text: Profile

Title:

Profile d. put the title widget and HTML code

<ul>
<l><a hraf="http/icomp.utm.my/azman/bicgraphy">Biography </a></li>
<liz<a href="http/icomp.utm.my/azman
py /administrative”>Administrative</a></li>
<li><a href="http:/icomp.utm.my/azman/noteworthy-projects">Noteworthy

Projects</a></li>
<l><a href="http//comp.utm.my/azman/calendar/ ">My Calander</a></li>
</ul>
en
bl
ch
() Automatically add paragraphs ¢ click SAVE

Deleta | Close
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VII. How to Edit Post/Page after Published?

Edit Post/ Page is to change any of the Post/Page content. Steps to edit page/post after
published are:

a. User need to Log In, key in the username and password (refer to previous explanation
on how to log to dashboard)

b. Select “Visit Site”

c. Go to any post/page user wish to edit. Click “Edit Page” or “Edit Post” at the top of the
page or user may click “Edit” at the end of the page/post.

d. Edit the page/post by user interest. Click “Update” to save changes made.

Sl CRpuies suinnee
B85 (Homs,) Computer Science & B, (Universitl Teknologh Maliysia)
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i Stay in the WordPress loop by following us on Facebook, Google+ and Twitter, and never miss out on great plugins,

themes or important security news!

L Edit Page Addnew

You must configure the plugin to enable Disqus Comments.

Biography
Permalink: http//comp.utm.my/azman/biography/ ( Edit View Page
Uploadinsert 53

B 1 W||=1=

I
il
il

&~
el [

Fontsize « Paragraph « [5 [ @ ( A~

Dr. Nor Azman Ismail
Associate Professor in Human Computer Interaction (HCI) and
Deputy Director of Corporate Affairs (Web Director).

Contact

Corporate Web Communication Unit,
Office of Corporate Affairs,

Universiti Teknologi Malaysia (UTM)
81310 UTM Johor Bahru, Malaysia.

d. edit the page/post content

Publish

Preview Changes
Status: Published Edit
Visibility: Public Edit

['" Published on: Sep 25, 2012 @ 20:37 Edit

p—————
Move 1o Trash
E— —

Il click "Update”

Page Attributes
Parent
(no parent) ﬂ

Template

LS S

VIII. How to edit User Password and How If You Forgot It?

User

can edit the current password by:

a. Login and go to Dashboard.

b.

Copyright © by Corporate Web Communication Unit,

name/username. Click “Edit”.

Go to Users and select “All Users”. A list of all users of the site will appear. Find your

Now, you are in Profile Personal Options. Scroll down a bit and search for “About
yourself” section. You may see “New Password” box there. Fill out the field with your
new password. Re-type your password for confirmation.

Office of Corporate Affairs,
Universiti Teknologi Malaysia

Click “Update Profile” to save changes made.
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WPNU DEV updates are avaliable: Pieace review vour avaiatls usdales today!

Cashboard
o Posts
i Stay in the WordPress loop by foliowing us on Eacebook,
31 Media
or important security news!
& Links
| Pages
< Comments 2 Users asdow

You must configure the plugin to enable Disges Comments.

AN 22 | Admnistrane list of users and select your mame. Click “Edit”
Bulx Actors = ‘ool Changercle .. hs Change
= Ussrmame Name E-mail
5 webmastor wedsasurSuin -
Yools _ ” = -
Usermame Name E-mail

Google+ and Twitter, and never miss out on great plugns, themes

Role Posts
Admivstrasor 4
Role Posts

About Yourself

Buographical Info

wmmmmwmm )

“Update Proflle” to save changes st inkrraaon 5 oo ik ot This sy b siowm b

New Password

Swergh indicator

If you forgot or lost your password:

Do not panic if this happen! Simply:

a. Click “Lost Your Password” below password field.

b. Key in your username or email and click “Get New Password”. A confirmation email for

the new password will be emailed to you.
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IX. How to Edit User Profile?

User can edit their profile by:

a. Login and go to Dashboard.

b. Go to Users and select “All Users”. A list of all users of the site will appear. Find your
name/username. Click “Edit”.

c. User has logged into user profile. Now user may edit their Personal Options, Name,
Contact Info, scroll down a bit to edit About Yourself, User Permissions, Author Archive
Settings, Theme SEO Settings, and Layout Settings.

d. Click “Update Profile” to save any changes made.
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X. How to Upload Profile Picture?

Step by step to upload profile picture

Y

Du. Recyuan Bin Abdullah

Today HCI class

Trip ta NUS Testing ta facebook

[P N ekl
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Ll Upload New Media
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Tools Ry
¥ PLACES | 3 .
Settings 'Deskto X N - -
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7,9g Applications
[l Documents —L =
= i
¥ SEARCH FOR 4
2 EXUSX
|5 Today "
O vesterday PERANGKAAN STAF FKA Screen shot 2012-10-18
53 (OKTOBER 20... - at 1.10.44 PM -
|5 Past Week A A
[ All Images 1] P iy
[_] Hide extension (_ Cancel ) ( Open )
V2

1. Go to Media and select “Add New”.
2. Select Files.
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3. Selectyour file. (file must be in 265 pxl width X 275pxI height)

Flle name: image! po
Flle type: imageipeg
Upload date: 18/ 10v2012

Dimensions: 265 » 275

Eof timage

Titte = image!

Alternate Text
AX fext Lr e image, #.9. “The Mona Lisa™

Caption
Description

Flle URL hitp-iche utm mymeczuanes 01 2/ 100Amagat oo a
\

Locatan of Me upioaded Ne

el

Sava al (nanQes \ S

4. Copy the file URL.
5. Click “Save all changes” button.
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» v wamed R
« Fa
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3 stired [7%)
Y Usars
] Yoo Camenin - Featurnd Posts Genwais - Latost Tusets
1) Settings Dby enturnd posss wis stday & b9t af v

ape Food Widgmt Arvraticatly aod perageaptn
A widget ID Saptay images Yom RSS foase ;
jach 31 taihe et (v pesdits oete | Close .aﬂ
Urks Wt

Mecent Poste. Nesart Paais

Pages Necent Cormmanes
Cangones Cawpnies

6. Go to Appearances and select “Widget”
7. Paste the file URL you copied before at Step 4.
8. Click “Save” button to save changes.
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