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Introduction 
This guide was written shortly after the website’s initial publication in Autumn 2015. The aim 
was to make it as easy as possible for you to look after the Parish website, without having to 
delve deeply into learning the knowledge required for full designing. 
Just as the website has been kept relatively straightforward and simple, so is this guide. 
Hopefully, it will cover most of the day-to-day queries that may come up - from how to add 
new information to the What’s On section, to uploading the latest issue of The Rock to the 
Newsletter page. 

Note: All of the screen shots used in this guide have been taken from a desktop computer. 
The features may appear slightly differently if accessed on a mobile device (e.g. a mobile 
phone or an iPad) but the functions available remain exactly the same.  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Logging In 
If you are a registered user, you will have a unique username and password. 

1. Go to this web address: http://kildress.armagh.anglican.org/wp-admin  
(There is also a link in the bottom right hand corner of the homepage) 

2. Enter your unique username and password. 

3. You will see the Dashboard screen (Fig. 1). This means that we are now in the website’s 
back end (as opposed to the front end, which is the website as seen by the general public.) 

The Dashboard Menu on the left hand side of this screen (and all other backend screens) 
gives us access to all the basic features we need to update the website.  

(Want another person to be able to log in with their own details? See the Users section later 
on.) 

How To Edit Static Pages  
(e.g. Where We Are, Contact Us, History, Sunday) 

Some of the pages on the website could be described as static: that is to say, the content 
(text, images, etc.) on them may only need to be updated occasionally. 
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We will use the History page as a 
good example. 

(Note: Two of the pages which are 
technically static are the Home and 
What’s On pages. However, these have 
been put together in a slightly more 
technical way, and so we’ll look at 
those pages specifically a little later.) 

 

1. On the Dashboard page of the backend (see Fig. 1) look at the sidebar and click on Pages 
> All Pages 

2. You should see a screen similar to that in Fig. 3. There are lots of options available, but 
the simplest way to edit a page is to click on its title - in this, we’ll select History. 

KILDRESSPARISH.COM - A HOW-TO GUIDE �5

Fig. 2: History page, as viewed from the 

front end.

Fig. 3: The ‘All Pages’ screen
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3. The Edit screens for most WordPress items look largely similar to one and other. 
Note that in our example, we have selected the ‘Visual’ rather than the ‘Text’ mode to edit 
in. If you click on ‘Text’, you’ll see the same editable words and pictures, but in purely 
HTML code form - which can be a bit scary if it’s the first time! The nice thing about 
‘Visual’ mode is that it is a WYSIWIG editor - which literally means What You See Is What 
You Get. The way the text and images are laid out in the editor, as you can see above, 
correlates with what the final page looks like on the front end. 

4. We can type and edit words in the box, and use familiar tools like Bold, Italics and 
Underline in the little horizontal toolbar. We can also highlight text and turn it into a 
hyperlink using the chain-link icon. Really, the best way to try this is to experiment! 

5. To Add Media, click on the button below the page title. The Media Library pop-up appears 
(see Fig.5) Here, we can either select and edit a picture file already uploaded to the 
website, or else click on the Upload Files tab and upload a new picture from our desktop 
computer. 

Really, the best way to get the hang of Editing is to have a go! 

If you are happy with your results, press Update to save them. Note: this will change the way 
the page looks on the front end. 
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Note the importance of the Revision button (inside the Publish box in Fig. 4, above.) Clicking 
on this brings us to a screen where we can slide back and forwards through time - essentially, 
a version of the page is saved for every time the Update button was pressed! This means that, 
should a catastrophic mistake occur and then be saved, it is still possible to recover the 
previous version - the ultimate safety net. 
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How To Edit Dynamic Pages 
(e.g. News & Events, Newsletter) 

There are two ‘pages’ on the website, which in actual fact are not Pages at all (in the sense 
that the static pages in the previous section appear in the Pages section of the back end… 
stay with me, all will become clear!) 

Wordpress (the back end system we are using) uses the term Pages to describe the more 
static content of the previous section. 

But, if you look at the News & Events or Newsletter pages, you might notice that they are laid 
out quite differently. 

The News & Events and Newsletter pages of the website are technically Pages at all - they are 
lists of Posts, grouped together into two categories - with the most recent posts listed first. 

Why is this useful? It means that as more recent events occur, or the latest Newsletter can be 
published, it can be added as a new Post to the appropriate category. It will then 
automatically appear at the top of the list, without having to edit any of the other items in 
each category - much quicker than having to change a whole Page! 
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Fig. 6: Compare the static History page (above) 

with the dynamic pages for the News & Events 

(above, left) and the Newsletter section (left) 
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To look the current Posts (in a similar way to what we did with Pages earlier) click on Posts in 
the Dashboard Menu (on the left side of the back end screens). 

On the All Posts screen we can see the currently created posts in a list; also, notice that the 
‘Categories’ column tells us which category (and therefore, which of our “pages”) each post is 
currently assigned to. 

We can edit any of these posts in exactly the same ways as we did with Static Pages (see p.6). 

Add a new Post to one of the Dynamic (category) pages 
What if we want to add a new post (e.g. a new issue of the Newsletter for download) to the 
website? 

From the Posts screen, we can click on Add New to enter a new page. 

For our example, we will be adding a new Newsletter post - but a News & Events post will 
work in the same way. 
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Fig. 7: The ‘All Posts’ screen
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1. Click on Add New on the Posts screen. 

2. Again, this screen looks similar to what we saw with Edit Page earlier. Start by adding a 
meaningful title (e.g. ‘The Rock’ - Harvest 2015). 

3. A short paragraph with some highlights of the articles could be added in the main 
content box. (e.g. “This issue includes articles about the Flower Festival, some thoughts 
about daily quiet times” and so on.) 

4. The next step is to upload and attach the relevant file. (Note: it is strongly recommended 
to save documents as PDF files, as these can be opened on just about all computers and 
devices without requiring unusual or paid-for software.) 

5. Click on Add Media, and select the Upload Files tab. Select, or drag-and-drop, the relevant 
files from your computer. It should upload and automatically return you to the Media 
Library tab, which will now appear to be similar to Fig.9.  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Fig. 8: Add New Post - with a few words entered.
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6. We are almost ready to press the blue Insert into post button - but check two things on 
the right hand side of the screen (Fig. 9).  
a) The Title box will be the information which appears as a clickable link to view or 
download the Newsletter, so adjust if necessary.  
b) Under Attachment Display Settings, make sure that Link To… has the ‘Media File’ selected. 
This means that the link which appears will take the user directly to the PDF file. 
If happy, press Insert into post. 
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Fig. 9: Having uploaded the latest issue, it is now selected in the Media Library tab.
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7. A link for the download has now appeared in the post. 

8. If a user clicks on the link, the file will probably open in their internet browser; however, if 
viewing on a normal desktop computer, they can also right-click on it to download.  
To help explain this, it can be useful to include text which says,  
 
“You can view it by clicking on the link below. (To download to your computer, right click 
on the link and select "Save As…")" 
 
For an example, see http://kildress.armagh.anglican.org/2015/09/24/the-rock-
harvest-2015/  

9. The last important step is to look at the Categories box on the right hand side, and make 
sure the right category (in this case, Newsletter - see Fig. 10 above) as been selected. This 
means that our new post will appear on the Newsletter page of the website’s front end. 

10. If happy, press Publish to publish this new post. Remember, you can edit it any time 
afterwards, in the same way as for the static pages we described earlier.  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Fig. 10: The download link is now included in the post.
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How To Edit Page Builder Pages 
i.e. The Home and What’s On pages 

The Home and What’s On pages on the website are both Static Pages; in that sense, much of 
what we learnt previously (see p4-7) applies here. We access them through the same All Pages 
part of the back end, and they are published and labelled in the same way. 

However, once we open the Edit Page for either of these two pages - and we’ll begin by 
looking at the What’s On page - we should see one major difference. 

Editing What’s On 

Remember how we saw before that the main content editor gave us a choice between a 
‘Visual’ and a ‘Text’ editor? (p.6). This editor looks very different, because we are using a layout 
tool (what is called a Plugin in Wordpress-speak) called Quest Page Builder. 
Page Builder is a visual tool which manages lots of otherwise complicated code and turns it 
into a drag-and-drop interface - essentially, rather than having to type in lots of code to edit 
the current layout, you can simply rearrange and create a series of boxes with our information 
inside. 
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Fig. 11: The ‘Edit Page’ screen for What’s On, showing the ‘Page Builder’ layout.
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For the What’s On page, this allowed us to have the clean, tidy grid format; for the homepage, 
it allows for the large graphics at the top, with the tidy columns underneath. 

Note: For full, helpful information on all that Page Builder can do, see the short guides 
available here: http://pacethemes.com/knowledgebase/ 

We’ll primarily deal with basic editing of what’s already there - the link above gives more 
information on creating whole new pages using Page Builder. 

1. From the All Pages screen in the backend, select the What’s On page for editing. 

2. In the editing section, we can see several boxes-inside-boxes (see Fig.11): a large blue box 
called ‘Section’; inside it are multiple grey boxes labelled ‘Row - Columns’; inside each one 
of those is a single grey box labelled ‘Text’. Each one of these rows and text boxes 
contains a picture and information for one of our regular clubs or groups. 

3. To edit the information about one of the groups: 

A. Click on the pencil icon (see Fig. 12, right) in the top 
right-hand corner of the innermost box in a row (the 
one labelled ‘Text’). 

B. The Edit Image window should open (Fig.13), below. 

C. The top box (Content) is very similar to our normal 
Page editor (see p.4-7). We can click on any of this text and edit it. 
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Fig.12: the top right-hand 

corner of a ‘Text’ box.

Fig.13: Edit Image box in Page Builder
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D. NOTE: The different text sizes in Fig. 13 (e.g. Sunday School; the line below which says, 
‘Sunday, 11.30am); and the text underneath) are set using the dropdown box, which 
says ‘Heading 3’ in Fig.13. If you happen to accidentally change some of the text, 
highlight the text you need to set the size of and select the following as appropriate: 

• Top Line: (Sunday School) Size: Heading 2 

• Subtitle: (Sunday, 11.30am) Size: Heading 3 

• Body text (For children of school age…) Size: Paragraph 

By stick to the rules in D, it ensures all the text across all of the page follows a similar 
pattern. 

Similarly, the images used all have the dimensions 300x200 pixels, with a thin black border 
around the outside. 

Once we are happy with our edits, we can press Save for the Edit Image window,, then press 
Update in the main Edit Page screen. The What’s On page is now updated! 

Editing the Home Page 

Editing the Home page begins in a similar way. Again, we have used Page Builder to make the 
page easier to edit; but the sections will look very different from the What’s On page, which is 
understandable because from the front end, they two webpages appear laid out quite 
differently. 

In the Page Builder part of the screen, we can see that there are two inner grey boxes. 

The first is labelled ‘Row - Slider’ and it contains several boxes labelled ‘Slide’ with images 
inside. This is the section which controls the large image slider on the home screen. Each of 
the slideshow images is defined by one of these ‘Slides’. 

To change an image, either click 
the pencil to edit, or the X symbol 
to remove (see Fig. 12). 

in the ‘Edit Image’ window (see Fig. 
13) you can select an image to 
display. You should not need to 
adjust any of the other options. 

To change the order of the images, 
simply click on the grey ‘Slide’ bar 
at the top of the image block, and 
drag the block up or down the 
order. 

To add a new slide, scroll to the 
bottom of the six images and click 
the New Slide button.  You can 
then upload or select an image in 
the usual way (see p.7). 
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Fig.14: Top half of the editor for the Home Page
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If we scroll down the Edit page for 
our Home page, we can see the 
second section of the Page 
Builder editor - the grey box 
labelled ‘Row - Columns’. 

This box contains three ‘Hover 
Icons’, which correspond to the 
three big buttons below the 
slideshow on the Home page 
when viewed from the front end. 

Again, click on the pencil or 
double-click on the box to edit 
any of these. 

You can change the Icon itself 
(selecting from a menu), the Page 
that it links to, the text that 
appears below it, and so on. 

Note: I would recommend leaving this particular section alone unless extremely confident - it 
could get messy! 

Again, when we are finished and happy with all the edits, press Update to save them to the 
website. 
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Fig. 15: The lower half of the Home Page editor.
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Editing the Main Menu 
It takes a different shape depending on what device or computer people are using to view the 
website - but regardless, the Main Menu is always present on every page of the Kildress 
website. 

But what if you want to change the items, or order of the items, which appear there? 

We can access the Main Menu settings through the Dashboard Menu in the back end, under 
Appearance > Menus (see Fig. 17, below - if you hover over Appearance, and a dropdown will 
appear.) 
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Fig. 16: The Main Menu, as viewed on a laptop computer.

Fig. 17: Selecting ‘Menus’ from the Dashboard Menu
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When we arrive on the Edit Menu screen, we are immediately shown our current menu’s 
structure (the right hand side.) 

Each block represents one of the Menu items (Fig. 16). As we now know, most of them are 
links to Static Pages (p.4) but News & Events and Newsletter are actually links to Category 
pages (p.8). Helpfully, those blocks are labelled as such here. 

We can rearrange the order of items in our menu by clicking on and dragging these blocks 
around. 

To edit or delete a menu item, click on the dropdown arrow on the right hand side of the grey 
block (beside where it says Page or Category). 

To add a new menu item, we use the options on the left hand side of this screen.Using the 
drop downs, we can click on Pages, Posts, Custom Links or Categories; then place a tick beside 
the one we wish to add; then press Add To Menu. The new menu item will automatically 
appear in last place in the Menu Structure, from where we can move it around if we like. 

Once you are finished making changes, don’t forget to press Save Menu. 
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Fig. 18 - The Edit Menu screen
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Working with Widgets 
Widgets is a Wordpress term used to refer to boxes which appear in the front end, either in 
the sidebar or footer of the website. 

In the case of the Kildress website, we have primarily used widgets in the footer - they look 
like this (Fig. 19). 

The dark blue bar at the bottom is the footer (the same as in a 
Word document, for example). This footer has been designed 
to contain three Widgets alongside each other. We will see in a 
moment that a wide range of Widgets are possible, but in this 
case we have kept things simple. 

To access the Widgets editor, select Appearance > Widgets 
from the Dashboard Menu. (Widgets is just about Menus, 
which we learnt about on p.17). 

The Widgets editor screen (Fig. 21) has a similar layout to the 
Menu edit screen - the available options are listed down the 
left hand side; and the slots they can be put into are displayed 
on the right. 
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Fig. 19 -The website footer with 3 widgets.

Fig. 20 - Select Widgets
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In Fig. 21 (above) we can see there are two areas of the website where Widgets can be placed. 
In designing the website, I have avoided placing any widgets in the right hand sidebar which 
appears on several of the webpages by default 
(e.g. History, Contact Us - really most of the Static 
Pages). For now, there is simply a Search box 
which can be used to search the entire website. 
You may wish to add to this with time. 

However, we can see that in the Footer there are, 
indeed, three widgets. Each of these corresponds 
to one of the three ‘columns’ we saw in the 
footer of our Home page (Fig. 19). 

Note: the Widgets do not have a ‘Visual’ 
WYSIWYG editor - they have to be written in 
HTML markup code (see Fig.22). 
There is a huge range of widgets which can be 
dragged-and-dropped into the available slots 
from the list on the left. 

Similarly to the Menu editor, these blocks can be 
opened, edited, dragged around and deleted. 

If you are finished editing a Widget, don’t forget 
to press Save. 
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Fig. 21 - Widgets editor

Fig. 22 - Editing a Widget with code
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Users 
The final thing we may wish to do is to add other Users 
to the website - for example, if we would like someone 
else to be able to login and add to or edit Posts and 
Pages. 

Helpfully, we can set some restrictions on new users - 
for example, so that they can do some things, but not 
others. 

Firstly,  we can view the current Users by selecting 
Users or Users > All Users from the Dashboard Menu. 

This brings us to the All Users screen. 

This screen has a lot of information. We can see the 
primary email address for the Users already registered 
on the website; we can also see what Role they have 
set - which dictates what they are able to do. 

In Fig. 24, both of the current Users are set to be Administrators - this means that they can 
change everything about the website (which can be dangerous powers in the wrong hands!) 

Preferably, Users who are added specifically so that they can, for example, add new Posts to 
News & Events or to update the What’s On or Newsletter pages do not need to be given 
Administrator privileges. 
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Fig. 23 - Select ‘All Users’

Fig. 24 - The ‘All Users’ screen
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To add a new user: 

Select Users > Add New User from the Dashboard Menu. 

Complete the details shown for the new User. If you enter a valid email address, they will be 
emailed their details upon completion. 

You can either press Show Password to enter a password for them (say, if they’re sitting beside 
you!) or let Wordpress generate a random password for them by leaving it untouched. 

Beside Role is a dropdown box. Each of these options gives increasing levels of power (read 
more here: https://codex.wordpress.org/Roles_and_Capabilities) 

The two roles we will use mostly will be Author and Editor. The key difference is that an 
Author  can only work with Posts (i.e. the News & Events and Newsletter pages) whereas an 
Editor can also create and edit all types of Pages for the website. 

Don’t forget to click Add New User to complete the process. 

If you would like to edit your own profile (including changing the password), you can select 
Users > Your Profile from the Dashboard Menu. 
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Fig. 25 - The ‘Add New User’ screen.
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