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Writing and Editing Post and Pages  

 

POST  

 

Posts are entries that display in reverse chronological order on your blog’s front page. Posts are included in 

category lists, archives, and feeds. Posts are always associated with a date, which is included in the URL. 

At times, posts are confused with pages. See Post vs. Page for an explanation of the differences. 

 

 
 

Writing a New Post 

 

1. Go to dashboard then find the Post > Add New at the left side of the dashboard.  

 
 

2. A blank Add New Post will appear with post tool similar to that of Microsoft Word. Always use 

Visual not HTML by clicking Visual. This is important especially when you do encoding or 

transferring data in the post.  

3. Encode text or transfer ready data from Microsoft Word.  

4. Add title of your post 

5. On the Discussion, Check if you want comments from reader, otherwise uncheck it.  

6. Click Publish if you really sure to published your post to be available in the website which anyone 

can see it, otherwise click Save Draft if you are not sure with your post and published it later.  
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7. Click Preview if you want to see your posted article which will be seen at other window whether 

post is draft or published.  

8. You can change the status of you post (i.e. Draft or Published)  

9. You can set the visibility of you post (i.e. Public if everybody can see you post or Private if only 

selected viewers can read your post. However, a password will be set for Private visibility)  

10. Edit the date you want to publish the post. Note that you can not see your post online if ever you 

published it before the actual day of your desired date of publication.  

11. Use common words or phrases you desire which is relevant to the post. Using tag is useful when 

search for an item of your post.  

12. Add category of your post or check the most used or related categories.  

 

 

There are other ways to start writing a new post. 

 

1) The QuickPress module on the Dashboard. 

 
 

2) The New Post button in the upper corner of your blog’s admin screens. 
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3) The New Post link in the admin bar. 

 
4) Write your post as an email and publish it on your blog via the Post by Email feature. 

 

 

Edit a Post 

 

If you would like to edit a draft or a published post, click Posts->Edit on the left menu. 

 
See our documentation on the Edit Posts Screen for more details. 

 

 

 

PAGES 

Pages are static. They are a good way to publish information that doesn’t change much, like an About page. 

Pages appear in the Pages widget and in tabs/links across the top of some themes. Pages are not associated 

with a date/time like posts. 

At times, pages are confused with posts. See Post vs. Page for an explanation of the differences. 

 

Writing a New Page 

There are two ways to start writing a new page. 

You can click Pages->Add New in the left menu. 

 

Or you can select New Page from the dropdown menu in the upper right corner of the administration screens. 

 

See our documentation on the Page Screen for more details. 
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1. On the Dashboard, find the Page located at the left side click Add New.  

2. Write page title. 

3. Write sub article of your page. You can also link to several posts here.  

4. On the Discussion, Check if you want comments from reader, otherwise uncheck it.  

5. Arrange page in hierarchies. You can set here whether your page can be a parent (independent page 

that can be shown in the top bar) or a child page which appears below the parent page usually in side 

bar but not in the top bar.  

6. Arrange page in order. Any page set by zero means the first to appear both in the top bar and side 

bar. If not set, it automatically arrange according to alphabetical display.   

7. You can preview the page in another window whether its status is draft or published.  

 

Editing a Page 

If you would like to edit a page, click Pages->Edit on the left menu. 

 


