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1. Logging in: You need to go to http://www.trinity.site-preview.ca/wp-admin/install.php to log 
in. Enter the username and password you have received.

2. Navigation in the CMS:
The CMS has many functions. The most important for you will be to get to your pages, so you 
can edit them. To get to a page, in the left menu click on "Pages". You will see a list of main and 
subpages. It is alphabetical by main pages (and the subpages are alphabetical under each main 
page). If your page is not displayed (currently 50 pages can be seen at once), click on the square 
"2" to move to the next batch of pages displayed. Once you have found the page you want, move 
your mouse on it & some choices will appear just under the page name. Click on "Edit". A new, 
edit window, comes up.
 Another way to navigate is this: Once you see the list of pages, just click on a random 
page. You will be taken to that page on our website. Now you can use the website's navigation 
menus to get to your page. Then go to the bottom of that page, and you will see a link "edit 
page". Click on it and it takes you into the edit mode of the CMS. (I find this way of navigating 
faster than scrolling through the alphabetical list of pages in the CMS.) 

3. Editing pages: Depending on your user privileges, you can edit some or all pages. You will 
know which ones. Administrators can edit everything, I believe.
  There are 2 modes for editing pages, shown as tabs on the top right of the editing field. 
One is the "visual" mode; this imitates a word processor and is the default mode. The other is 
HTML mode. Here everything is represented in the programming language HTML. If you 
"speak" HTML, go ahead and edit in this mode. It is more reliable and powerful than the visual 
mode. But for most users, visual mode will do. The explanations here are for the visual mode.
You can edit the title of the page (= its name) in either language in the title fields.
You can add & format text in the large field below the titles. You will see a whole bunch of 
formatting options, like Bold, Italics, etc. However we want all the pages to have a uniform look 
and therefore we have templates for the pages which preselect a font, font size, colour, etc. So try 
to stick to the template.
To create headers & subheaders. Use the dropdown menu where you can choose a preformatted 
style like "Paragraph" (for regular text) and different headings.

4. Saving edits & updating the website:
Click on the blue button on the right called "Update". Once you "update", your changes are 
saved, and implemented on the www, so everybody who happens upon our website can see them. 
Therefore, make sure you view the page immediately and check if it looks ok. If necessary, edit 
again.
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 A quick way to edit and view pages is to have two tabs open in your browser: One tab for 
the CMS for editing, another tab for the published page you are working on. Simply refresh that 
second tab after each edit update, and you can see what it looks like to the public.

5. Hiding pages:
If you are working on a page and don't want your changes displayed to the public on the www, 
you can hide it: On the right, in the field "Publish", change the status from "published" to "draft" 
or "pending review". (At this point I don't know what the difference between these two is.)
NOTE: If you hide a page, it is completely gone from the public website until you change the 
status back to "published". So it might be a good idea not to hide pages for too long.
NOTE: WordPress keeps track of earlier versions of each page, i.e. it keeps track of all the 
revisions. See the field "Revisions" a few fields below the text editing field.

6. English and German:
On the top right of the text editing field, there are a few tabs. The first two allow you to switch 
between English and German (Deutsch). Whatever tab you have selected, the content you create 
there will go to the page in the respective language. E.g., if you have clicked on the English tab 
(the default), content you enter will show up on the English version of that page. For example, 
only on the English "Home" page or "Who we are" page.
NOTE: There have been some formatting problems in the German pages (line spacing, italics, 
etc). According to Robert, this may have to do with them being in a different language. Many of 
the problems can be avoided by working in HTML mode and saving/updating in HTML mode. 
Nothing further is known yet how to deal with this issue.

7. HTML mode:
As mentioned, you can also edit a page in HTML mode. To do this, click on the HTML tab that 
appears beside the English & German tabs. Even if you don't "speak" HTML, you may 
sometimes get content that's in HTML from someone else. You can enter such content into a 
page in the HTML mode.
 The basic idea of HTML is that all commands are written in pointy brackets like this: < >. 
For example, if you want a word to be bolded, you do this: … <stong>word</strong>… and the 
word will appear like this: word. Each command has its own name in HTML (e.g., bold is called 
"strong"). Also really important: You must indicate the end of the command with another pointy 
bracket that has a forward slash in front of the command (e.g.: </strong> to end the bolding). If 
you forget to end a command all text from the beginning of that command will appear bold or 
whatever.
 There are HTML commands for anything: Paragraphs, headings, font colour, tables, 
inserting pictures, etc. etc. Go to one of the many HTML websites to learn more (e.g.: http://
www.w3schools.com/html/html_examples.asp). Here is just a very short list:
<strong>…</strong>    = the enclosed section is bolded
<em>…</em> = the enclosed section is emphasized i.e. italicized
<h1>…</h1> = the enclosed section appears in the style "heading 1" (we have 

about 5 heading styles; experiment with them)
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<p>…</p> = the enclosed section is treated as a paragraph i.e. it is set off by 
an empty line from what precedes and follows.

…<br />… = creates a line break between what precedes and follows [Note: 
this command does not enclose the section it applies to, i.e. there is 
no </br />.]

8. Uploading pictures:
NOTE: Make sure your pictures have the right file size and look before you upload them. You 
cannot edit pictures in WordPress. File size: Make the picture file size as small as possible 
without it becoming grainy. Pictures used on websites should be well under 100kb. The reason is 
that the website will load very slowly of picture files are too big. (Think how a picture can clog 
your email.) Most small pictures can have a size around 10kb and still look fine online. Look: If 
you want rounded corners or faded edges or some such effect, all that has to be done before you 
upload the picture.
Assuming your pic is a small file and looks the way you want, you can now upload it:
a) Uploading to WordPress: Go to the line "upload/insert" above the large text editing field. 
There are some tiny icons. The first one is a square; it is to add an image. Click on it to upload a 
picture. A window appears that lets you choose from where you upload. Default is from your 
computer. Click on "choose file" and navigate through your computer's directory until you get to 
the picture you want to upload. Select/double-click it, and it will be uploaded into WordPress's 
Gallery and also into its Media Libary. It is a separate step to insert an uploaded picture into a 
webpage.
b) Display Options: In the upload window, you have some options re the display of the picture. 
Position and alignment on a webpage ("Alignment"), and also displayed as thumbnail or bigger 
("Size"). Choose the options you want before you insert pic into a page.
NOTE: If you don't want a pic at the top of a page, select "None" among the alignment choices, 
and picture will be inserted where your mouse last was on the webpage you are working on.
NOTE: The same display options also come up when you go into the Gallery or the Media 
library, and you click on the "Show" of the respective picture.
c) Inserting pic into a webpage: To actually insert an uploaded picture into a webpage, click 
again on the little picture icon. Select the image you want to upoad by clicking "show". Select 
one of the display/alignment options. Then click "insert into post" button.
NOTE: If you choose "None" from the alignment options, you must make sure beforehand that 
your cursor is where you want the picture to show on the page (in the text editing field). If you 
want 2 or more pictures in a line, insert the rightmost one first, as cursor cannot be moved to the 
right of the rightmost picture, it can only be to the left of pictures and between pictures. If your 
pictures are too big, the last (rightmost) one will automatically be moved into the next line. 
The pictures show up in the text editing field of that page, hopefully where you wanted them.
d) Scaling a picture: [NOTE: This function does not really work in the CMS.] You can to some 
extent fine-tune the size in which a picture is displayed. To do this, in the text editing field click 
on the picture. Two little icons show up in the top left corner of the picture. Select the picture 
icon. A window appears, and you can proportionally decrease the display size by choosing one of 
the percentages. Click the little "update" button in that window.
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9. Moving pages:
In the Pages menu, on the right there is a field "page attributes". Here you can specify the 
hierarchical relations between pages. If a page is a subpage, it will have a "Parent". For example, 
the "bible seminars" page has the "Education" page as a parent, i.e., it is a "child" of the 
"Education" page. You can change where a page is by selecting another page as its parent, or by 
selecting "(no parent)".

10. Editing the vertical navigation bar:
Yes, we can do that. Please do not reorganize the existing navigation. Only use these commands 
to add pages that you created into the vertical navigation; don't tamper with other pages or their 
navigation buttons.
 On the left of the CMS, select the "Appearance" menu. There, select "Widgets". In 
Widgets, click on "Sidebar Right", a grey button on the right. Then click on the little arrow 
(triangle) beside "Simple Sidebar Navigation". A new window appears with two boxes or fields. 
One is "existing pages". These are the pages we have created and edited in the "Pages" menu. 
The other box contains the buttons (called "links" in the CMS) of the vertical nav. menu. In this 
widget we can link the two together, ie. specify which button links to which page. We can also 
move buttons around.
NOTE: A new button can only be created if a page for it already exists. So, you have to create the 
corresponding page first. If it is a child page, you should also specify which page is its parent, 
under "Page attributes" on the right when you are in the Pages menu (see #8 above).
a) Adding a new parent page: Select the page in the "Existing pages" box. Then click the button 
"Add page". A link to that page will now occur in the "Sidebar Navigation Links" box, at the 
very bottom (scroll all the way down). You can move this link to its intended position by clicking 
on the buttons "Move up" or "Move down".
b) Adding a new child page: Select the page in the "Existing pages" box. In the "Sidebar 
Navigation Links" box, select the link you want to be its parent. Then click on the button "Add 
child page". Again, position the link by moving it up or down. NOTE: I still need to check with 
VE how to have a button link to a page that's a child page somewhere else (e.g., how to have the 
button "Sunday School" under "Children" jump to the page "Sunday School" under 
"Education").

11. Creating a link from (a word in) one page to another page of our website:
Go to the page that you want to link to and copy the "slug": everything, including slashes, from 
after http://www.trinity.site-preview.ca  You can find the address & slug under the English title of 
a page, where it says "Permalink". The slug is usually highlighted yellow but you must ALSO 
COPY THE PRECEDING SLASH.
 Now go back to the text edit field of the page where the word is that you want to link 
from. Highlight/select the word that is to be the link. Then, in the menu with the editing squares, 
click on the square with the image of a chain (the intact chain). A window pops up: "Insert/edit 
link". Paste the slug that you copied into the first field, "Link URL". (Delete anything else that is 
in that field, e.g. http://) Voilà!
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NOTE: By default this way the link is to the English page. If you want to link to a German page, 
in addition do this:
Add "?lang=de" to the link (slug).
For example, for the contact page:   "/contact?lang=de"
The "?lang=de" part makes the German "kick in".

NOTE: We agreed that hyperlinked words should be underlined and in a darker blue than the rest 
of the text. We also agreed, in English, on the standard phrase "More details available here" for 
such hyperlinks to another page.

12. Creating a link to a page outside of our website:
Use the same procedure as above (#11). Except that you copy the entire web address of that page 
into the "Link URL" field.

13. Anchors: 
Frank's instructions for jumping to another part of the web‐page (a.k.a. Defining an Anchor): To 
create a link that will jump to some other spot on the same page (especially useful to jump 
further down or back up on a long page of text...)
1.  Create the link: 
 a. Choose the word(s) or image(s) you want to have the user click to initiate the jump.
 b. Click the link icon and replace the “http://” with “#anchorname” (where anchorname can 

be any name you choose for the link) 
 c. You can create as many links to this name as you wish
2. Create the anchor at the destination: 
 a. Change to HTML view 
 b. Find the text or paragraph... you want to jump to 
 c. Before the paragraph (i.e.<p> tag) insert “<div id=”anchorname” – where “anchorname” 

is the name you defined in step 1 above 
 d. After the paragraph (i.e. after the </p> tag if you chose a paragraph that started with a 

<p> tag) insert an end of division tag </div>

More info: http://www.ampercent.com/create‐in‐page‐anchor‐text‐links‐wordpress/5003/

14. Tables:
• Adding new rows to an existing table (Frank's instructions):
Go into HTML view, scroll all the way down to the bottom of the file, copy the following lines:
 <tr>
<td width="83" valign="top"> </td>
<td width="595" valign="top"> </td>
<td width="87" valign="top"> </td>
<td width="82" valign="top"> </td>
</tr>
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 And paste them in front of the </tbody> tag at the bottom of the file.
• Robert's suggestion how to do tables (for now):
I have installed this - http://tobias.baethge.com/wordpress-plugins/wp-table-reloaded-english/
You can set up tables in the plugin settings for this table, and then insert into a post. See the 
documentation for how to do this. Not ideal, since you must create the tables in the plugin 
settings, and they you just insert that table into a post. You'll have to look at the public site to see 
how it turns out in the end.

15. Opening links and pdfs in a new window:
From Robert:
Select Target = "Open link in a new window" when you click on Insert/Edit link icon in the 
toolbar.
There is no feature for creating folders to upload into. You just upload PDFs like an image, and 
then just link to it.\ See this video for uploading PDF and inserting onto the page - http://
www.youtube.com/watch?v=HdMsZq4GS8Q

16. Publishing our website: I.e., so no static image is seen but the actual website.
Go to http://www.trinity.site-preview.ca/wp-admin/options-general.php?
page=simple_coming_soon
If you select "Usual, running site" in the Site state menu, the website will go live.

17. Explore on your own. WordPress allows us to do a lot more. This is just all I learned from 
Robert today. WordPress has good online support, e.g.:
http://codex.wordpress.org/WordPress_Lessons
http://codex.wordpress.org/Pages_Edit_SubPanel

18. Appendix: Trinity Lutheran Website STYLE SHEET
The purpose of this style sheet is to make all the pages have one consistent style with respect to 
capitalization, date and time formats, spelling, etc. Please rad carefully and abide by it:
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