WordPress — Add, Edit & Delete Posts

This document will explain how to add, edit & delete pages on a website. This document assume you

know how to log into the website and understand the admin area of your WordPress website.

Add a category

Categories are used to create a category of posts. A common use for this is for setting up a news

post category. This way when you create a news post and you have it set up on your website to pull

posts from the news category, it will automatically update this content.

Step 1: Select “Post” on the left-hand side bar.
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Step 2: Select “Categories”
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Step 3: Fill in details on the left-hand side
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Name - is the name of the category.

Slug - leave this blank as it will automatically fill out — this is for the url of the posts under this
category e.g. news/post_name

Parent category — this is useful if you wanted to create a subcategory e.g. News is the parent of
Business News.

Description — a description of what the category is to be used for.

Image — this is an image that will be used as a placeholder for all posts within this category. This can
be over-ridden by setting a feature image on a post, more about this under adding a post.

A list of all of your categories is on the right-hand side, you can delete or edit these by hovering over
the title of the category.

Add a post

Step 1: Select “Post” on the left-hand side bar.
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Step 2: Select “Add New”
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Step 3: Select your “category”. Categories will be set up before creating a new post, if you have not
set up your category, please see the Add a category section of this document.
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Note: You my have multiple categories within this box, you can select multiple categories that you
would like this post to appear in.

You can also use the FOI box within posts for creating your FOI publication. More information on this
in the FOI publication guide.



Step 4: Add a title to your post and add content into the content box. This is very similar to how the
‘pages’ section looks. The only difference is the settings available down the right hand side.
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Step 6: Select the blue “Publish” button when you are happy with everything, and it will publish the
post to the website. If you have a web page set up with the ‘News/Blog Page Template’ and it pulls
the category selected, this will automatically update.
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Note: There are some settings within Publish that you can change. You can set the status as a draft;
this is useful if you have a post on the website you would like to take down until you review it.
Visibility can be set as “Public”, “Private” or “Password Protected”. Password protected posts will
require a password input to view the page. If you select password protected, it will ask you for a
password for the post. Finally, you can choose when to publish the post, by default this is
immediately, but if you have a post you want to launch at a specific time e.g., 10am then you can
schedule the post to publish at that time.

Edit a post

Step 1: Select “Post” on the left-hand side bar.
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Step 2: Find the post you would like to edit. You can also use the search bar to put in the title of the
post or use the arrows to look through page by page.

AllP;
ages Begin installing_plugins | Dismiss this notice
Add
Location Ty All 39) | Mine (8) | Published (38) | Draft (1) Search Pages
FOI L B
Bulk Actions ¥ Apply All dates ~ | Filter 39 items 1 of2| »
A Services . _ . .
Title Author Location Types FOI Classifications Date
A staff
Home — Front Page bsoweb — — Published
[E TablePress 2017/10/18
¥ Appearance Information Governance bsoweb — — Published
2017/10/18
£ Plugins @
a Bowel Screening bsoweb — — Published
& Users 2017£10/18
&~ Tools
— Overview Amy Harvey — — Published
Settings 202101208
— Quality Assurance Fiona Morgan = = Published
2020/11425

£+ Theme Settings




Step 3: Once you have found the post you would like to edit, hover over the post title with your
mouse cursor and you will be given 4 options edit, quick edit, bin and view:
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Note: Edit is for editing everything, the same page you used when creating the page. Quick Edit is
used for changing some of the options such as page order, title etc. This is the quick edit option:
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Step 4: select “Edit” and it will bring you through to your post. Make the changes you would like to
make and select the blue “Update” button on the right-hand side.
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Delete a page

Step 1: Select “Post” on the left-hand side bar.
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Step 2: Find the post you would like to edit. You can also use the search bar to put in the title of the
post or use the arrows to look through page by page.
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Step 3: Once you have found the post you would like to edit, hover over the post title with your
mouse cursor and you will be given 4 options edit, quick edit, bin and view:

Screen Options v Help v

@ Dashboard Posts

) Posts [x]

This theme requires the following plugin: WP Accessibility.

All Posts This theme recommends the following plugins: Exclude Pages From Menu, Flow-Flow Social Stream and Redirection.

All (5) | Published (5) | Bin (8) H Search Posts
Bulk actions v | [ Apply | [ Al dates ~ || An categories v | [ Fiter | 5 item
O Title Author Categories Tags Service Types FOI Classifications Date
(bl bsoweb News — —

Forms. Edit | Quick Edit | Bin

ctual income
and expenditure,

> tendering
procurement and
B TablePress contracts
~ (J News Posts - bsoweb News — — — Published
& (pEEES hidden side-bar
K Plugins
H “upin?
Step 4: Select the option “Bin” to delete the page.
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Note: This will not permanently delete the post, simply move it to a bin. From here you can restore
the post or permanently delete it. Sometimes files on posts in the bin can still appear in searches on
search engines, so it is important to remove the files or permanently delete the post.
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Step 5: To restore or permanently delete a page in the bin select the bin option shown above. Hover
over the title of the webpage and you will be given 2 options:
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Note: Restore will restore the page back to its original place and connect to the categories set up for
this post. Delete permanently will not be able to be recovered, so make sure you want to delete it.



