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Logging In

To Log In:

• Go to your website

• Access your editable web page in WordPress by adding 

/wp-admin to the end of the URL. If you also have a blog at 

url.com/blog, you’ll add /blog/wp-admin to the end. 

• www.yoursite.com/wp-admin

• www.yoursite.com/blog/wp-admin

• Your staff will either share one account or multiple staff 

members will have their own accounts, which is determined by 

how your site was setup. Contact your Account Executive if 

you are unsure about how your accounts are set up.
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Logging In
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Your username is 

not the same as 

your email 

address, but they 

are linked.

Did you forget 

your password? 

Click the Lost 

your password? 

link to reset it.

Your login screen 

may look like 

either of these 

examples.
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User Roles
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An Editor controls the content sections of your website. 
•Editors can write, edit, publish, and delete posts, including posts written by other users.
•Editors can edit, publish, and delete comments, too.

WordPress provides different types of user accounts, called Roles.

Each Role provides different access or restrictions for what a user can do 

or see on a site. You and your staff will have the following three roles:

1

An Author can write, edit, publish, and delete posts, but only ones that they have written.
•Authors can choose a category and add tags to their post.
•Authors can view comments, but cannot moderate, approve, or delete them.
•This is a fairly low-risk user role since Authors can only access their own account.

A Contributor can write and edit their own posts, but cannot publish them.
•Contributors can choose a category and add tags to their post.
•Contributors cannot upload files (including images).
•Contributors can view comments, but cannot moderate, approve, or delete them.

Editor – Author – Contributor



Dashboard
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Once logged in, you will be taken to your Dashboard. 

Dashboard provides an overview of options and recent activity
1

Click the Screen 

Options tab to 

reveal options for 

customizing the 

layout of the page
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Dashboard
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3 If you have a Blog, you can create new posts and edit existing ones in Posts. The steps 

for administering blog posts are the same as for pages. However, a separate, more 

detailed training is available (and recommended) which outlines in-depth strategies, & 

best practices for blogging. For more information on blogging, or to schedule this 

training, please contact your Account Executive or Social Media Specialist



Dashboard
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4
The Media Library contains all of the images and documents you have 

uploaded for use in your WordPress posts. This provides easy access to 

media you may reuse, such as product logos.



Dashboard
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5 Pages is where you will go to update your editable page content

such as Specials, News, Events, or Staff pages. 



Pages
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You can toggle the view between ‘mine’ (pages for which you are 

assigned as author), ‘all’ or ‘published’ by using the links at the top 

of the page.
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The Pages screen 

will show any pages 

of your site that are 

built with WordPress

Each page has an 

assigned Author. Only 

this author account 

may edit this page. 

Some pages 

(attributed to Blog 

Admin) may only be 

edited by Etna. Only 

those to which you are 

assigned as the author 

will be clickable.
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Editing Pages
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Just like a Word 

document, you can 

highlight text with 

your cursor and add 

effect (bold, italics, 

underline, colors, 

etc.). Clicking on the 

Toolbar Toggle icon 

will expand the 

menu to show 

additional options

There are 2 tab 

options. The Visual 

view allows you to edit 

as if it were a Word 

document.
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Editing Pages
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Text view will enable 

you to view the HTML 

code that makes up 

the page content. 

This can be helpful 

for more-experienced 

users but it is not 

recommended for 

those not familiar

with HTML tags. Be 

sure when you are 

editing a page that 

you do not delete or 

modify any existing 

tags or code.
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Adding Links
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To add a hyperlink, highlight your text with 

your cursor and click on the “chain” icon.

Check “Open in a new window” if the 

link leads to an external website. You 

can leave it unchecked if it leads to 

another page on your website.
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Adding Media
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Use the Media Library if you already have the image, 

or click “Upload Files” to add a new one. 

*Remember you must have permission for any image 

you use.*

Click on the “Add Media” 

button to add an image to a 

post. 
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Image Settings
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Remember to always check 

“Open link in a new window” if 

leading to an external page.

Here you can add alt text for 

the image, adjust it’s size, and 

even link it to another page or 

document if needed. 
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Right click the image and 

choose the edit option to edit 

the image details



Model Tag Examples
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Be sure to add Model Tags to images of people that are not actual patients.



Preview & Publishing
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Click Preview Changes to 

see what the updated page 

will look like on your site 

without publishing it. This 

means visitors won’t see 

the new content.

Click the Browse link 

next to Revisions to see 

and compare to previous 

revisions of the page.

1 2 Click the Update button 

to publish your updates 

when you are ready to 

take your changes live 

so visitors can see them.
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Thank You
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Follow us on Facebook www.facebook.com/EtnaInteractive

Follow us on Twitter www.twitter.com/EtnaInteractive

Subscribe to our newsletter at www.etnainteractive.com/newsletter

Visit our blog at www.etnainteractive.com/learn

http://www.facebook.com/EtnaInteractive
http://www.twitter.com/EtnaInteractive
http://www.etnainteractive.com/newsletter
http://www.etnainteractive.com/learn

