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Website Content Management Manual

This manual provides a comprehensive guide to managing content within WordPress, focusing on Create,
Read, Update, and Delete (CRUD) operations for Posts, Pages, Categories, and Media. Whether you are a
new user or seeking to refine your content management skills, this guide will walk you through the essential
steps using the latest WordPress 6 visual interface.

Introduction to WordPress Content Types

WordPress is a powerful content management system that allows you to create and manage various types of
content. The most common content types are Posts, Pages, Categories, and Media, each serving a distinct

purpose.

e Posts: Typically used for blog entries, news articles, or time-sensitive content. They are usually
displayed in reverse chronological order.

e Pages: Primarily used for static content like "About Us," "Contact," or "Services" pages. They are
typically hierarchical and not time-sensitive.

e Categories: Used to group posts together based on common themes or topics, helping with content
organization and navigation.

e Media: Includes images, videos, audio files, and documents that you upload to your WordPress site.

Organizing Pages

You can organize your Pages into parent and child pages and create a hierarchy. For example, you can have
an About Page as a parent page and create subpages under it for Careers, Board of Directors, Locations,
Company Culture, Press etc. You can also have a Services Page as a parent page and create subpages for
each of the services such as Web Design, Web Development, Stationery Design etc

The structure of the pages on the site would then look like this.

@® About Us
O Board of Directors
O Company Culture
O Press
O Careers
O Locations

@® Services
O Web Design
O Web Development
O Stationery Design
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Creating a new Page

To create a new Page:

1. Log in to your WordPress admin screen.

W @ HelpHubDemo © 8 B ' B Howdy, atachibana

, Main Navigation S
@ Dashboar £
Dehbowd h~Dashboard Toolbar Work Area

Home

]
dates @§ : © Dismiss '
1 Welcome to WordPress! '
L] . i o ) $ i 1
& Posts s 1
y ]
07 Media ! Get Started Next Steps More Actions ]
]
. e H
Pages ! ‘ Edit yo ont L B8 Manage widgets or menus 1
! Customize Your Site ]
Comments : + Adda onal f B8 Tur nts or f N
» ]
i theme co E Add ablog post = Lear abou g 1
Appearance 1 '
' B8 Vi e 1
¢ Plugins & ' .
» ]
Users 1 '
’ ]
Tools 1 AtaGlance v Quick Draft v B
’ L}
Settings i '
b Activity v WordPress Events and News v
]
1
. ]
. i)
- i
] 1
l L}

2. Click the Pages > Add New in the left sidebar.
3. Alternatively, you can also click the Add New button in the Pages screen.

@ Dashboard Pages G

A Posts All (2) | Published (1) | Draft (1)

07 Media ‘ Bulk actions v | Apply All dates ~ ‘ Filter

W Pages () Title

All Pages () Privacy Policy — Draft, Privacy Policy Page
Add New

Comments () Sample Page

Appearance -
PP ( Title

Plugins

Bulk actions v || Apply ]
Users

Tools

Settings
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4. Add a title for the page.

5. Add body content for the page. If you are using the WordPress block editor, you can use the different
blocks available in the WordPress block editor to design the Page.

6. Customize the sidebar settings for the page.

7. When the page is completed, click Publish.

Page Block X
\dd titl A
- LI [ € ® Visibility Public
Publish Immediately
Type [ to choose a block
wp-beta-
URL testing.local/?
page_id=13
Template Page

|:| Pending review
AUTHOR

I fpraseeth -

Featured image ~
Discussion -
Page Attributes ~
PARENT PAGE:

ORDER [ o |

If you are using a classic editor, refer to this support article for details about the Add new screen in the
Classic editor.

Creating a subpage

Using Parent Pages is a good way to organize your site’s Pages into hierarchies. A parent page is a top-level
page, with subpages nested under it.

To create a subpage under a parent page:

1. Log in to your WordPress admin screen.
2. Click the Pages > Add New in the left sidebar. Alternatively, you can also click the 4dd New button
in the Pages screen.
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3. In the sidebar settings for the page, under Page Attributes, open the Parent Page drop-down menu.
This will list all the Pages already created in your site.

A\dd titl A
@ Visibility Public
Publish Immediately
Type [ to choose a block
wp-beta-
URL testing.localf?
page_id=13
Template Page

D Pending review

AUTHOR
fpraseeth -

Featured image ~
Discussion ~
Page Attributes ~
PARENT PAGE:

— l
ORDER | g |

4. Select the desired page from the drop-down menu that you want to be the parent page for the current
you are creating. The current page you are creating now becomes the sub page for the parent page
you choose.

Page Block *
. Visibility Public
Board of Directors ® | |
Publish Immediately
Type / to choose a block URL gﬁ{iﬁ?&cau?
page_id=17
Template Page

[] Ppending review

AUTHOR

| fpraseeth -
Featured image ~
Discussion i
Page Attributes -~
PARENT PAGE:

— Careers

Sample Page

ORDER 0
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5. You can change the order that your pages are displayed when using a default menu, by using the
Order field of the Page Attributes module. Put the number 1 in the box for Order. This tells
WordPress to display this page first on your site.

6. Add a title for the sub page.

7. Add body content for the sub page.

8. Click Publish when ready.

Repeat the process for your other sub pages you want to be disabled under a Parent page, but use higher
numbers for the Order field: 2, 3, etc. This tells WordPress to display these pages second and third on your
site.

When your Pages are listed, the child Page will be nested under the parent Page. The Permalinks of your
Pages will also reflect this page hierarchy. In the above example, the Permalink for the Board of Directors

Page would be:
http://example.com/about/board-of-directors/

Changing the URL of a Page

Using the Edit option

To change the URL (also referred to as “slug”) containing the name of your Page, hover over the Page title
of the Page in the Pages screen and select Edit.

Pages Add New

All (5) | Published (4) | Draft (1)

‘ Bulk actions v H Apply ’ All dates v ‘ Filter ’

() Titlew

() Sample Page
= Edit | Quick Edit | Trash | View

In the Page Sidebar settings, under Summary click the URL link to open the URL popup. Change the
Permalink entry to change the URL of the page.
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Page Block >

—  » Summary -~

Sample Page

August 22, 2022

This is an example page. It's different from a blog post because it will stay in one Publish 6:05 pm UTC+0
place and will show up in your site navigation (in most themes). Most people start —  » wp-beta-
with an About page that introduces them to potential site visitors. It might say URL rf;;l?'mm”sammc
something like this:

URL x

Hi there! I'm a bike messenger by day, aspiring actor by night, and this is my
website. | live in Los Angeles, have a great dog named Jack, and | like pifia

PERMALINK

. P o sample-page
coladas. (And gettin' caught in the rain.)

|

The last part of the URL. Learn more, (7

...or something like this: View Page
http:/fwp-beta-testing.local/sample-
The XYZ Doohickey Company was founded in 1971, and has been providing page/c:

quality doohickeys to the public ever since. Located in Gotham City, XYZ

As you type in a new URL in the Permalink field, you can view the updated Page URL under View Page.

URL X

PERMALINK

—gPp | about-us

The last part of the URL. Learn more.(?

View Page

—Pp hitp://wp-beta-testing.local/about-us/ (2

Select Update to save the new URL changes.

Using the Quick Edit option

To change the URL (also referred to as “slug”) containing the name of your Page, hover over the Page title
of the Page in the Pages screen and select Quick Edit.
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Pages | Add New

All (5) | Published (4) | Draft (1)

‘ Bulk actions v H Apply | ‘ All dates v H Filter ’

() Title

() AboutUs
Edit | Quick Edit | Trash | View

This will open a Quick Edit Panel while you are still in the Pages screen. The Quick Edit panel allows you to
modify page details such as Title, Slug, Date, Author. You can also Password protect the page or mark the
page as Private. You can also change the Parent page, page order, template for the page and the Status of the
page between Published, Pending Review and Dratft.

Screen Options ¥ Help »
Pages | Add New
All (5) | Published (4) | Draft (1) I || Search Pages
| Bulk actions H Apply ‘ All dates v [ Filter ‘ 5 items
] Title Author P Date
QUICK EDIT
r | Parent i
Title | About Us aren | Main Page (no parent) v
[ | Order 0
Slug | about-us
; — e Templat
Date | 08-Aug v || 24 || 2022 |at| 22 | 25 emplate | Default template v
Password | -OR- [_] Private L_JAliowiCommenis
Status Published v
E] — Board of Directors fpraseeth -_ Published
2022/08/24 at
10:29 pm
(7] —Careers fpraseeth - Published
2022/08/24 at
10:28 pm

Select Update button to save the changes.

Post in WordPress

To create a blog post in WordPress, access your WordPress dashboard and navigate to Posts — Add New.
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Screen Options ¥ Help «
@& Dashboard Dashboard
Home
Updates € Dismiss
Welcome to WordPress!
some links to get you started:
f Posts
q: Media Next Steps More Actions
B Pages ﬂ Write your first blog post 2] Manage widgets
a
B Comments 4+ Add an About page B manage menus
=] WPForms or, change your theme completely @ Set up your homepage E3 Turn comments on or off
B View your site == Learn more about getting started

M Appearance
Es Plugins

aa Users WPForms v Quick Draft A~V ¥

This will lead you to the Gutenberg block editor or the classic editor, depending on
your settings. This tutorial will demonstrate how to create a post on WordPress using
the block editor.Once on the editor, make sure to add the following elements before

publishing the new post:

1. Add the Title and Content
The post title and content are essential parts of WordPress SEQO. While it is possible

to publish without titles, readers will need extra help finding the WordPress post, which
can hurt your website’s user experience.

The title and content boxes will appear when you open the visual editor. You’ll
automatically see an Add Title field at the top of the editor.

Right below the title field is space to add any content type using blocks. If you’re starting

with text, begin writing the blog post.

To add other blocks, click the + icon on the top left of the screen next to the WordPress

logo.
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_/ “ @ = ave draft Preview °
f o
socts This is my first blog post
q [l o=
aragray Heading t

Eb) <>
(=) = 52

Preformatted Puliquote Table
V4

There are blocks for all common content types, including a Paragraph, Column, and

Heading. You can also add widgets, such as Latest Comments and Search. There are
also blocks designed to embed third-party content.

You can also transform existing blocks. For instance, you can change a paragraph into

a column, heading, or quote by clicking the block icon button.

Switch to draft Preview Update n

Post Block X
I q Pparagraph
Og post Start with the building block of all
narrative.
~
L post we are adding different types of content. Typegraphy

TRANSFORM TO

Font size Custom
@D columns l Default ~ | ‘ | Reset
] Heading
s= List

Color settings ~
99 quote
= ereformatted Text settings ~
@ eroup Advanced ~
§ Pullquote
_ﬂ Verse
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To make further edits, click the WordPress post Settings icon on the upper right
corner of the screen. Then, select the Block section to view more editing options for

all blocks.

2. Add Images

It’s easier to capture visitors’ attention with images. Well-optimized WordPress

images make your posts more appealing, increase site speed, and improve SEO.
There are two main image blocks — the Image block for uploading a single picture and
the Gallery block for adding multiple images in a grid layout.

There are three ways to upload images using the WordPress block editor:

e Drag and drop the media directly into the chosen block.
e Add existing media from the Media Library.
e Upload a new image by going to the WordPress Dashboard — Media — Add

New.
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@ -, a ® = Save aspending  Preview n :

Post Block X

This is my first blog post —

Image settings ~

Alt text (alternative text)

B - - (@) tlr Replace A

Image size

5 Leave
Large v
- !
1
A Image dimensions

iy gy

=00 :-'z--r'&#‘-b‘fi: g 1Y

Reset

Advanced ~

Title attribute

B
To edit the image, click it and head to Settings — Block. You can change an image’s

style, size, and dimensions there. Use the default WordPress image sizes or

customize them to suit your website.

3. Add Other Media Files
Other media files can enhance the visual appeal of a WordPress post, including videos,
audio, and downloadable documents.

To upload a media file, head to Dashboard — Media — Add New.
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Screen Options * Help »

@ Dashboard Up'oad New Media

A Posts

83 Media

Library

Drop files to upload

Add New
or

M Pages Select Files
¥ Comments

[=] wpForms

¥ou are using the multi-file uploader. Problems? Try the browser uploader instead.

® Appearance
+» PPe: Maximum upload file size: 128 MB.

K¢ Plugins

& Users

#~ Tools

You can also add media directly in the block editor. Click on the + sign, and head to

the Media section.

nnnnnnnnnnnnnn

=] =] .l
image Gaery
Start t I to ck k -
L] [ "
Fae [re

Another way to add images, audio, and videos is by copy-pasting the file URL in the
block. Since the media isn’t hosted on your server, it can help reduce the load on your

hosting resources.

4. Add a Featured Image
A featured image or post thumbnail is a picture that appears on search engines or social
media when a WordPress post is shared. It helps attract visitors, increase content value,

and improve SEQO.

Phone: +975-17988759 | Email: info@samu.bt
Website: www.samu.bt



SAMU - APP & SOFTWARE COMPANY &

To add a featured image, open your post-editing screen. Head to Settings — Post —
Featured image, and click the Set featured image link. It will direct you to the Media

Library, where you can pick an image.

_, Anl G) = Save as pending Preview n :

This is my first blog post 7

The content of the blog post. Categories ~

Tags ~

Featured image >

Set featured image

Excerpt ~
Discussion ~

Sidebar position

Choose the image wisely. It is the first thing your WordPress site visitors will see
before opening the post content.

The image you select can be edited using tools on the right side of the Media Library.
You can also change the alt text, caption, and image description.

Click the Replace Image button under the Settings section to change the featured

image.

5. Add Categories and Tags

Implementing WordPress post categories and tags is essential for SEO and website
organization. It’s also excellent for user experience, as visitors can quickly locate other

WordPress posts within the same category.
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Categories cover the general topics of the blog. Meanwhile, WordPress tags are more
specific to the individual post. For example, when writing blog posts for a food recipe,
the tag would be similar to “pasta recipes,” and the category would be “recipes”.

Remember that you can assign multiple categories and tags to a post.

/e 0= o B

This iS my first blog post Status & visibility -

Permalink ~

The content of the blog post. Categories

[ uncategerized
Categorized

Add New Category

Tags

Add New Tag

Tags X

Separate with commas or the Enter key.

Featured image ~

Excerpt ~

To add a new category or tag, go to Dashboard — Posts — Categories or Tags.
From there, edit the name, post URL slug, and description. You can then view all the

posts under the categories and tags.
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Categories

Add New Categary Bulk actions + || Aggly 2 items

Hami

Ganarator jeneratos
Slag
Placeholder
Ik
o Name
Parent Category —
Hani W Bulk actions v || Apaly 2 items
Ls 1 1 ot a il It wer ] il '
Ganeratos ¥ |
Description s I - i

@ descripbion is not prominent E
Add New Categary

Furthermore, you can add categories to the website menu. Head to Dashboard —
Appearance — Menus to find Categories under Add menu items. You can add

posts, pages, categories, and URLs to your navigation here.

B Pages

Add menu items Menu structure
® Comments
© Elementor Pages - Menu Name | Primary Menu
E= Templates Posts -

Drag the items into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.

» Appearance Custom Links -

Home Front Page, Block editor
Categories -
Portfolio Block editor, Elementor v
Most Used  View Al Search
About Block editor, Elementor
Generator
Placeholder
Testimonials Block editor, Elementor
Select All Add to Menu
; : Contact lock ed E t

& Plugins

6. Set Permalinks or Slugs
As an essential part of on-page SEO, permalinks or slugs help increase the post’s

ranking on search engines.

Phone: +975-17988759 | Email: info@samu.bt
Website: www.samu.bt


https://www.hostinger.com/my/tutorials/what-is-a-wordpress-slug/

SAMU - APP & SOFTWARE COMPANY &

Permalink stands for permanent link, the WordPress post URL generated from the
post title. Meanwhile, the part of the URL that automatically follows the title is known
as the post slug or URL slug. You can edit the post slug via Settings — Post —
Permalinks.

Note that punctuations like commas, quotes, and apostrophes are invalid URL

characters. They will automatically be replaced with dashes.

s 0= — 1T

Post Block x

Status & visibility -~

This is my first blog post

Visibility Public
Publish Immediately

The content of the blog post.

[] stick to the top of the blog

|:| Pending review

Author

| Tutorial example ~

Permalink -~

URL slug

‘ this-is-my-first-blog-post |

The last part of the URL. Read about
permalinks (5

Fortunately, you can change a published post’s slug. If you changed a post title after

publishing, recheck the slug.

7. Add an Excerpt

An excerpt is the summary or teaser of the blog post. It attracts and engages readers
because the title and featured image sometimes need to be revised.

WordPress will automatically use the first 55 words of the blog content to generate the

excerpt. However, you have the option to customize it by heading to Settings — Post
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— Excerpt and writing in the box. Y ou may even customize the word limit using HTML
code or plugins.

s 0= o B

Paost Block x

This is my first blog post -
Permalink ~
The content of the blog post Categories ~
Tags ~
Featured image ~
Excerpt ~

Write an excerpt (optional)

This is & short summary for the post.

Learn more about manual excerpts (5

In WordPress, there’s an option to display the full content of your article and blog post
or only to show the excerpt. To display excerpts for your blog posts, head to
Dashboard — Settings — Reading. Then, for Each post in a feed, include section,

select Summary.

Reading Settings

Your homepage displays @ Your latest posts

Homepag
Posts page:
Blog pages show at most | 10 | posts

Syndication feeds show the
m

0

All-in-One WP
Migration

Settings

Your theme determines how content is displayed in browsers. Learn more about feeds.

Search engine visibility

Save Changes

You can display more WordPress posts on the dedicated blog page by only showing

excerpts. This can help generate more clicks.
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SpotLight

Click the Posts > Add New in the left sidebar. Alternatively, you can also click the Add New button in the Posts screen.

AW Rangjung Stats 2 New Howdy, admin 3 1 . Add Title
@ Dashboard “ » = No title - Post ctrisk @ o o m - H
* Lt - “ Post Block x M .
1 ==Add title ~| 2. Content in Block
2 S e 3. Add Feature Image
e 4. Select SpotLight under
i . | categories(important)
& Tool: Discussion Open
S ~ 1 5. Add Start Date
Visitor Traffi E gories o

o Spotlight .

o | 6. Post End Date

d Date .::_"‘= 6
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Publications

Click the Posts > Add New in the left sidebar. Alternatively, you can also click the Add New button in the Posts screen.

@e @ TT1-Rangjung Stats 2 B0+ New Howdy, admin [
@ Dashboard “ oo = Notitle - Post Ctrl+k savedraft O E m : .

. 1. Add Title
, i Post Block X

All Posts

Add Contents

Add Post £ Notitle
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Events

Click the Posts > Add New in the left sidebar. Alternatively, you can also click the Add New button in the Posts screen.
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Homepage Slider

Click the Posts > Add New in the left sidebar. Alternatively, you can also click the Add New button in the Posts screen.
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S

Click the Posts > Add New in the left sidebar. Alternatively, you can also click the Add New button in the Posts screen.
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About Us Template

Click the pages > Add New in the left sidebar. Alternatively, you can also click the Add New button in the Pages screen.
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87 Media

B Pages
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Stats D 2
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1 —=> About Us
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About Us - Page Cirl=K. [Eym EE i
a

The Technical Training Institute (TT1) Rangjung, located in Trashigang, Bhutan, is a government-run

vocational institute under the Ministry of Education and Skills Development.

It offers a range of practical training programs like domestic wiring, Automobile Mechanics, Computer
System and Networking, Furniture Making and Industrial Electrician courses to help young Bhutanese gain

ebruary 25
employable skills. 10:04 am

The institute also encourages entrepreneurship through initiatives like start-up bootcamps. TTI Rangjung

plays a key role in supporting Bhutan’s workforce development, providing stipends and accommodation

to trainees, and p ing both empl, and self-employment opportunities. Template x

Templates define the way content s
displayed when viewing your site.
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Add Title

Add Contents

Add Featured
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About Us)
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Add all the required fields below
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About Us

Vision

8 Add Media

Paragraph *y B I = = ¢

Visual || Text

P =E = B

Be the best center for skills training empowering youths with 215 century skills and innovation to meet the nation’s demand for skilled professionals

Mission
Visual || Text

8 Add Media

Paragraph B I E E ¢ F = X

To provide effective teaching- learning and skills development for the enhancement of economie growth and community development.
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Objectives
Objectives
1 [ Customized training services and adequate access to skills training

b4 [ Real time quality Skills Training and Engagement in gainful employment

Zorig Commitments

Commitments

Quality

Continuous learning

Enterprise

il
: |
3 [DigmtyofLabuurs
+
2l

Resist corruptions

Core Value
1 CARE
1 [ Excellence

Commitment

[
= [ Collaborations
[

skills Training

YouTube Links
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Preparing the Our Team / Staff Profile template

Click the pages > Add New/Edit in the left sidebar. Alternatively, you can also click the Add New button in the Pages screen.
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Adding Our Teams / Staff Profiles
Note: Follow these steps to add the staff

Click the pages > Add New/Edit in the left sidebar. Alternatively, you can also click the Add New button in the Pages screen.
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Preparing the Course page Template

Click the pages > Add New/Edit in the left sidebar. Alternatively, you can also click the Add New button in the Pages screen.
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Click the pages > Add New/Edit in the left sidebar. Alternatively, you can also click the Add New button in the Pages screen.

Adding the Course Page Department
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Add the Course Details

S

Click the pages > Add New/Edit in the left sidebar. Alternatively, you can also click the Add New button in the Pages screen.
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Course Details

category ]
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[

Course Difficulty .<:=

[ Beginner

BQFC Level

INC2

Durations @

[ 11 months

Course Duration (Hours) @

Institute Training

[ 951

T

[ 408

Phone: +975-17988759 | Email: info@samu.bt
Website: www.samu.bt



SAMU - APP & SOFTWARE COMPANY

Trainer & Trainee Ratio @

Practical

l 1:12 l

Theory

l 1:20 l

Training Outcome c

COutCome

i l Apply fundamentals of electricity

l Carryout installation of panel board

w

[ Carryout Domestic Wiring ]

4 [ Carryout installation of security and communication system

Entry Requirement @

Requirement

Class 10 Completed ]

-
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--All the Best--
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