Making Updates to Your Site
To view your site, visit http://apscms.net/staffpages/username
To log in to your site to make changes, visit http://apscms.net/staffpages/username/wp-login.php
Add a News Post for the Front Page
1) Log in to your site as shown above

2) Click the ‘Write’ tab

3) Make sure the ‘Post’ sub-tab is selected. It should be by default.

4) Click on the category for this post, or add a new category. You can select / add as many categories as you want.

5) Type in a Title for your post

6) Type in your content. You can use all of the formatting buttons shown, or you can copy and paste information from MS Word (however, pictures will not paste from Word to here). You can expand the content screen by dragging the lower right corner.

7) Post a picture or two if you’d like. Read the section on uploading photos.

8) Click on Publish.

9) You’re done!

Add a New Page

1) Log in to your site as shown above

2) Click the ‘Write’ tab

3) Click on the ‘Page’ sub-tab.

4) Type in a Title for your post

5) Type in your content. You can use all of the formatting buttons shown, or you can copy and paste information from MS Word (however, pictures will not paste from Word to here). You can expand the content screen by dragging the lower right corner.

6) Post a picture or two if you’d like. Read the section on uploading photos.

7) Click on Publish.

8) You’re done!

Edit an Existing Page or News Post
1) Log in to your site as shown above

2) Click on the ‘Manage’ tab

3) Click on either the ‘Posts’ or ‘Pages’ sub-tab.

4) Find the post or page you want to edit and click on ‘Edit’

5) Follow steps above for either Blog entries or Pages starting with Step 4.

Posting Photos and Files
1) If uploading a picture, make sure you have formatted / resized the photo the way you want before uploading!  Try and keep the file size under 50k and the dimensions no larger than 250x200 pixels. You can use Office Picture Manager to resize your photos.
2) While writing or editing a news post or page, go down to the Upload section

3) Browse for you picture or file, and then type in a title and description for it. I usually make those two the same
4) Click the Upload button.
5) A thumbnail version of your photo will appear. Choose whether you want to display the thumbnail, the original size, or just a text link to the picture (the text link is better when you are uploading something that is not a picture, like a Word document or pdf that you want people to click on and see). If you have already resized your photo, click Original Size.

6) Also choose whether you want the user to click on the picture to see a new one (File), or not (None). If you chose Original Size in step 5, then choose None.
7) Go up to the editing window, place your cursor where you’d like the photo or file to go, and then click ‘Send to Editor’

8) Move it to the general location you’d like it to be.
9) Click on the picture so it is selected.

10) Click on the Photo button on the Editor bar (the button looks like a little tree).
11) Click on the ‘Appearance’ tab.

12) For alignment, choose either ‘Left’ or ‘Right’ Sorry, not many other options besides that…that’s the web for ya!

13) Set border to 0 so you don’t get a blue box around the picture.

14) Click ‘Update’ and the picture dialog box will disappear.

15) Continue with updating / adding your page or blog entry.

Posting a Calendar Event

1) Posting a calendar event is very similar to posting a new blog or story entry. What turns it into a Calendar event is an option you set at the bottom of the posting screen.

2) Click on the “Write” tab.

3) Make sure you are on the “Posts” sub-tab.

4) Type in your title, choose categories, type in your content and upload pictures just as you would in the steps above for “Add a New Blog or Story Entry” (steps 3-7).

5) Scroll to the bottom of the Post screen until you see a section called “Event Editor”. Click the big + sign to the right to expand that section.

6) Click on the big + sign that appears on the left to assign a start date and start time to the event. You can click the “…” button under the Start section to see a calendar so that you can choose a day and type in a time (note that the time must be in military time, even though users of your site will see regular a.m. p.m. times).

7) Click the “…” button under “End” section to assign an end date/time (if applicable)

8) Click the checkbox for “All Day” if it is an all day event.

9) If the event occurs on additional days and times, click the big + sign on the left to assign this event to another day and time. Repeat as necessary.

10) Click “Publish”
