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Logging in

1. Access the login page by visiting http://yourwebsite.com/admin

2. Enter your username and password, then click the Login button.

If you've forgotten your password, click the ‘Did you forget your
e password?' link to reset it.

4 staySignedin @ Encypt Login If you've forgotten your username or don't know the email address
IDm‘m,rget our ;asswm?l registered on your account, please contact us for help.

9 Tip: Check the ‘Stay signed in’ box to remember your password next
time.

* I 3.

Once logged in, you will be taken to the Administration page.

Administration

Uninta rep


http://yourwebsite.com/admin
http://www.derekswebdesign.com.au/Contact_Us?utm_source=login-contact&utm_medium=ref-guide&utm_campaign=typesetter-guide
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Editing page content
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Welcome!

Welcome to our website.

Thisis anew line of text.

From the Administration page, navigate to the page you wish to
edit.

Do this by clicking on one of the page names across the top of the
header.

Click on the content that you wish to edit, then move your mouse

overthe # icon which appears.

The text you are about to edit will be shaded grey with a dashed
outline.

Click the Edit button to begin editing.

The section you're editing will have a light grey border.

Click inside the area to begin editing. Just type in the box as if you
were editing a regular document or email.

While you're editing, the content will be styled and formatted as it
would if it were displayed to a regular visitor.

Use the formatting option on the right hand side to modify the
style of your content.

There are some predefined styles such as headings and the normal
font which can be used to maintain a consistent style throughout
your site.

Changes are saved as you go. When you're done click Close.

Before your changes are available to visitors, you need to publish
the change.

If you're satisfied with how your content appears, click the green
Publish Draft button at the top of the page.

Your changes are instantly visible to visitors.

To make further changes, repeat from step 2.
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Creating links
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Welcome!

Welcome to our website.

Thisis a new line of text.

Navigate to the page you wish to edit.

Click on the content you wish to edit, then move your mouse over

the ¢ icon which appears.

The section you are about to edit will be shaded grey with a dashed
outline.

Click the Edit button to begin editing.

Select the text you wish to link from, then click the link & button.

The Link window will appear.

To link to an internal page

In the URL box search for the page you wish to link to.

Click the page name to complete the URL, then click OKto insert
the link.

To link to an external page

Enter the full URL of the page you wish to link to including http:// in
the URL box - for example http://google.com

Click OKto insert the link.

When you're finished making changes click the Close button on the
right hand menu.

Don't forget to Publish the changes when you're done.
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Inserting images

1. Navigate to the page you wish to edit.

Testsite  Home  Contact

..................................................................... Click on the content you wish to edit, then move your mouse over

i !
§W€|Come' the @ icon which appears.
| o S
e ! Dot The section you are about to edit will be shaded grey with a dashed
Revision History 0utl|ne
Page Manager
Click the Edit button to begin editing.
@m@m@zn 2 Position the cursor where you wish to insert the image, then click
| . :
Welcome! Qb E=E Q. the insert image Ed putton.
Welcome to our website. |
| ® = mlm |n : o .
e The Image Properties window will appear.
Size _
Image Properties x| 3. Click the Browse Server button to locate your image.
Image Info | Link | Advanced
‘U‘RL Browse Server
Width Preview
Lt ’3;5 = : L 4. To upload a new image file, click the Upload file button [ and
P - — select a file from your computer.
- fmendle e Otherwise, you can select an existing image from the thumbnails
mage available.
Once you have chosen an image, double click the thumbnail to
insert it into the page.
Image Properties x| 5. You can adjust the height and width in the Image Properties
Image Info || Link || Advanced WlndOW.
Uf‘:;a-’fupluaded.ﬁmage-’dwd ipg Browse Server
Altenative Text The locked padlock icon B next to the height and width locks the
aspect ratio of the image. Changing one dimension will
(375 — automatically scale the other to prevent the image from becoming
Heiht al¢ distorted.
Eorder . - ]
— u You can also select an alignment for your image in the bottom left
Vepace Derek's Web Des corner.
(e : Once you're ready, click OKto insert the image.

o Remember to Publish the changes when you're done.
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Creating a new page

1. Onthe admin menu click the Content section and select the Create
New Page button.

e & & Q

[3] Content

Paoe Manaoer

+ Create New Page
Uploaded Files
Extra Content
Galleries

Trash

2. There are two options to choose from when creating a new page.

(o,71] B Content Type

Copy - Create a copy of an existing page

c a_ Content Type - Create a new page with placeholder content.
il E__-__,-_ File Include

In this example we will create a new page by clicking the Content

= = Type button.

New Page 3. Provide a page name in the Label text box.

s : | This will be used in the URL of the page and will be the initial title.
e ==

New Page = 4. Select the type of content you wish to use. Typically this will be

Editable text, which you can edit later to include images and other

: content.

" = = 1‘ aﬁ File Include

e L Click Create New Page to create the page.

e e 5. You will be redirected to the new page, or you can click the link in

M the yellow banner to go directly to the new page.

Welcome!

Welcome to our website.

Testsite Home  Contact

6. Initially the page will be filled with placeholder text. You can now

About Us edit this like any existing page.


http://www.derekswebdesign.com.au/

Changing the site menu

The site menu is managed via the Page Manager. To access this, on the

E<- # & Q admin menu click the Content section and then select the Page
B Content Manager button.
Page Manager
+ Lreale New rFage
Uploaded Files
Extra Content
Adding a new link
(e e 1. To add a new item to the menu, select a position in the menu then
o8 Rorame Dt click the Insert Before or Insert After button.
B
€] Copy
& Pemissions
‘,; E:::E From Menu
Layout
I"seiu::u:::;ﬂauy4,5uck~,,&mer
| [~ ] 2. From here you can create a link to a new page or select an existing
available page.
prerd . . . . .
Click the Available option to view the pages available to be added.
Blog_Categories
Blog Feed
Blog_Feed . . .
o e Search for the page you wish to add then click to select it.
Galleries
- Click the Insert Into Menu button to insert the page.

Login

Insert Into Menu | Cancel

Reorder menu items

Home pageop 1. TO reorder a menu item, click and drag the item to its new location.
| AboutUs, & View
Contact of Ren:
a Visil
9 Revi
&) Cop:

2. Your changes will save automatically.

Home Page Opti
Contact & View.
About Us T
@ Visibil
9 Revis
€& Copy

& Permi
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Remove a menu item

, . 1. Select the item you wish to remove.
ome age Opt

Contact
| AboutUs

# View

&% Renal

@ Visibi
9 Revis
(2 Copy

Page Options 2. Click Remove From Menu.
# View & Edit Page

% Rename / Details

@ Visibility: Public

D Revision History

€] Copy

& Permissions

2< Remove From Menu

| @ Delete
I « 3. You will be asked to confirm removal of the page. Click OKto
| o confirm.
7 Conce The item will be removed and your changes saved automatically.

@ Tip: After a page is removed from the menu it still exists within the
site and can still be accessed by visitors who know the URL. Any
other links to the page will also remain active.
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