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WordPress

Your website has been carefully designed using a Content Management System (CMS) called 
WordPress.  WordPress is an Open Source project, which means there are hundreds of people 
all over the world working on it. (More than most commercial platforms.) It also means you are 
free to use it for anything from your cat’s home page to a Fortune 500 web site without paying 
anyone a license fee and a number of other important freedoms. 

For more information about this CMS, please visit http://wordpress.org  As you will see through-
out this manual, a number of additional modules have been added to the standard installation 
of WordPress.  These are called Plugins and are all freely available through the wordpress.org 
website.  To find and install more plugins, click the ‘Extend’ tab on the WordPress site.
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Logging into WordPress

To manage your website, all you need is an internet browser.  Internet Explorer, Mozilla Firefox, 
Google Chrome and Safari for Mac will all do the trick.  
To log-in, navigate to http://collinsbaymarina.com/cbyc/wp-admin

Before we get started: Page vs Post

This website contains pages that feature both static and dynamic content.  The ‘contact’ section 
on the ABOUT menu is only changed once or twice a year so we call this content static.  The 
News that is featured in the right-hand sidebar on the other hand, is much more dynamic.  This 
is a list comprised of posts that are time sensitive.  

The cruising page is a combination of static and dynamic information.  At the top, we have a 
dynamic list of the upcoming cruises. These are event posts.  Below that section we see links to 
the PDF calendar and to the code.  We refer to this as the content of the page

Posts (which can be either news posts or event posts, are edited differently from the rest of the 
content on the site.  Please read on to find out more.
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WordPress Dashboard

When you login, you will be taken to the WordPress Dashboard.  It provides you with an over-
view of your website with links to several options. 

Down the left of the page are the main sections of the site.  The Posts section contains all of the 
news posts in your site and the Media section contains all of the images that have been added 
to the various sections of your site.  Clicking your website’s name in the upper left corner will 
always take you to your website’s homepage.
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Adding a new News Post

You can add a news post quickly and easily using the Quick-
Press box on the dashboard.  Simply include a title and some 
content, click publish and it will immediately appear on the 
news section of the sidebar and the news page.  You can also 
add images using the media buttons below the tile section.  We 
will discuss this in detail later in the manual.

Clicking Posts in the dashboard menu will take you 
to a more fully functional area where you can man-
age all of your existing website posts and get a 
more fully featured interface for adding new ones.
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Navigating and Editing

When logged in, you will notice that there is a link below the content on each page titled “Edit 
this page”.  Clicking this link takes you into the administrative side of the website where you can 
make changes to this page or post.
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Editing a Page

The Edit Page interface contains many tools for modifying a specific page on your website.  We 
will take a look at each tool in detail in the next sections.
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Changing the Page Name

Over time, you may wish to change the name of a page - This is the name that appears on the 
top of a page and also in site menus.  Changing it here updates all instances of the page name 
across the site.  

Below the textbox used to update the name of the page is the Permalink.  This is the address 
where a user will be able to navigate to find the page.  There is an Edit button here which will 
allow you to update the Permalink information.  Be cautious making changes here as people may 
have bookmarks linking to this location.  Changing it will break people’s bookmarks and may also 
affect navigation within your website.

Updating the Page Content

The page content section has been setup with two tabs in the top right.  Visual gives a set of 
tools across the top of the window for common editing functions such as making text bold or 
italics as well as creating lists and aligning text.  Clicking HTML allows a developer with some 
coding knowledge to interact directly with the code behind the page presentation.

Note: If you do not see all of the editing options shown above, you may need to click the Show 
Kitchen Sink button (furthest right button in the top row)
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Adding Media

Immediately above the page content section are some additional options for uploading and insert-
ing media such as images, videos and audio.  Hovering over each of these icons will tell you which is 
which.

The first of these icons (the grey square) allows you to add an image to the page.  Clicking it brings 
up the Add an Image dialogue box shown below.  You can either import files from your computer, 
from another website or from the existing media library in the site using the three tabs at the top.
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Media Library

Once you have uploaded images from your computer, they will appear in your media library and can 
be referenced from various places on the website.  You can use the search button to find a specific 
image, sort by date, use the advanced filter or use the nunbers in the top right to scroll through all of 
the available images currently on the site.
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Media Library (cont’d)

When you have located an image that you would like to use, click the ‘Show’ link to view more op-
tions.  The top section displays information about the image that is stored on the web server.  The 
bottom part allows you to alter the image and add it into the page that you are currently editing.  

Title: Entering a title will allow you to easily find this image later in the media gallery
Alternate Text: this is the text that a user sees when they hover their mouse over an image.
Caption: Allows you to add a caption under the image.
Description: Allows you to add a longer description under an image.
Link URL: This is populated by default and allows a site visitor to click on an image to enlarge it.
Alignment: Allows you to align the image within a paragraph or page
Size: You can either use the full sized image or select one of the other available options
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Media Library - Inserting and Editing an image

Once you have made all of the necessary modifications to the image, you can click ‘Insert into Post’ 
at the bottom of this section and you will be directed back to the ‘Edit Page’ to continue modifying 
the content.  Whether you have just added an image or want to change the look of an existing im-
age, WordPress makes it easy.  Simply click on the image and you will see two icons appear in the 
top-right corner of the image.

The first icon will open an ‘Edit Image’ dialog box so that you can alter an image’s size, alignment, 
title, caption and URL.  The second icon is used to delete the image from the current page.  This will 
not permanently remove the image from the server, just remove it from this page.  

You can permanently delete an image from the webserver by clicking ‘Show’ in the media library and 
then clicking the ‘Delete’ link beside Insert into Post.  Be cautious when deleting images as they may 
be used on other parts of the site.
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Previewing, Updating and Deleting

Once you have updated the content of a page, you can choose to either preview the changes or 
commit the update without previewing 

Once the update has been committed, you will see a link appear near the top of this page which 
will take you directly to the newly published page.  You can either choose to click this link to 
verify the presentation, or continue editing this or another page.
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Adding style to your pages

From time to time, you will want to add some additional emphasis to some words or headings 
on your site.  Several page and text formatting options are available in the “Kitchen Sink” menu.   
You can access it by clicking the button below:

 When you click this button, you will see another row of options appear:

Clicking the drop-down which is currently set to Paragraph will give you access to a series of 
headings and pre-formatted styles.  This is by far your best bet for selecting text styles for your 
site.  In two years time, you may decide that you want to change the colour scheme of your 
site.  If you have used these pre-defined heading and text tags to format your site then changes 
can be made in one place on your style sheet (this will likely need to be done by a web designer 
or someone comforatable with modifying Cascading Style Sheets (CSS).

If you choose to use the other options on this menu bar and underline some text, change the 
alignment and modify the colour - Just keep in mind that you will need to revisit every page on 
your site if you choose to do a re-design in the future.
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Link URL: This is where you will add the address of the site to which you would like to link.  If 
it is another page within your site, you can leave out the domain name (http://staff.housing.
queensu.ca).  for example, if you want to link to the About page, you can simply enter /about/ 
as the URL.  
If you are linking to another website, be sure to include both the http:// and the www.  So link-
ing to google would look like this: http://www.google.ca

Target: The Link Target is where the new page will open.  If you are linking within your site, 
it is common practice to leave this as Not Set, this defaults to “open link in the same window.  
Alternately, if you are linking to another website, you may wish to have your site open a new 
window for the user so they do not leave your site while visiting the other link.

Title: Some browsers display text when a user hovers over your link.  You can use the Title at-
tribute to give an additional explanation of where the user will go when they click the link.  This 
is very useful for people accessing your site using non-traditional methods such as braille read-
ers screen-readers for the visually impaired.

Class: Selecting a class will give you some additional styling options for your links.  Click the 
drop-down to see what is available

Adding a link within a page

From time to time, you will want to add links to your site; either to other pages within the site 
or another site all together.  You will need to select the Link Text - as shown below - To activate 
these buttons.  The Link Text is the text that the user will click on in order to follow your link.
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Managing Users

WordPress can have any number of users in various roles.  The users tab in the left-hand navi-
gation will allow you to manage your website’s users.  In this section you can add, edit and 
delete users and change their website roles.   

Hovering over a user’s name will give you the option to either edit or delete the account



Page 17

The Event Calendar

When an event is added to the website it will automatically show up on the Events Caldendar 
shown below.  In addition, many of the pages within the site also display a list of upcoming 
events.  

You can add, edit and delete events through the Calendar section within the administrative area 
of the website
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Adding an Event to the Calendar

Clicking Add event will bring up the page to add a new event to the 
calendar.  Here is where you specify the name of the event, when it 
is taking place, whether it is an event which repeats etc.  When an 
event is added to the calendar, a details page is automatically cre-
ated to tell interested club members more about the event.  Use the 
text box at the bottom to include all relevant information. 

Entry Tags

When adding events to the calendar, it is important to select the appropriate Entry Tags.  These 
classify events so they can be sorted by club members using the calendar and by other pages on 
the site.  You can select as many entry tags as you like if an event is both a racing and a social 
event for example.
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Entry Tags (cont’d)
 
You can see on the social page that there is a list of al events which have been given the entry 
tag of Social.  

Looking at the Calendar page, you can see that each event is coded 
with a colour.  If you wish to only see Social events, you would click 
the link at the top of the calendar to view only those events.  Clicking 
“View All Categories” at the very top removes the filter.
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Editing Events
 
To edit an existing event, click edit from the Calendar menu and then pick the event from the list 
on the right.  This will take you to a page very similar to the page that we just looked at when 
adding a new event.  The only difference is that this time all of the information is filled in.  Once 
you have made all necessary changes, click Save Changes at the bottom to commit the changes
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This Instruction Manual
 
This manual has been stored on the Wordpress Dashboard so that you always know where to go 
to get the latest version.  It has been uploaded as a PDF file so you will need a reader in order 
to view the file on your system.  Please feel free to save and distribute this file as needed.


