
Instructions For Authors of Pages (and Posts)

Editing Content On The CATS Website

1)  Login to your Wordpress account.

Point your browser to https://charlottesvilleareatreestewards.org/wp-admin

Enter your Wordpress username and click Continue



Enter your Wordpress password and click Login



2)  The Dashboard

That should take you to the page shown below, called the Dashboard. This is the user interface you will
use in Wordpress. When you are at the Dashboard, if you want to create or edit a Page, then just click 
on Pages in the left hand column. If you want to create a Post (i.e., a “Recent News” item), scroll down 
to Section 11 below for the few features that are unique to Posts. Note that, for both Pages and Posts, 
you will be working with the same Visual Editor and Media Library as described below under the 
instructions for Pages.



Wordpress has two user interfaces, the Dashboard, and the MySite/Calypso Interface. It’s unlikely to 
happen, but if you find yourself in the MySite/Calypso interface (shown below) instead of the 
Dashboard, then click on WP Admin in the bottom of the left hand column. That will take you to the 
Dashboard. Then you can click on Pages (as shown above). If you are in the MySite/Calypso Interface 
and “WP Admin” does not appear, then just click on “My Site” in the upper left hand corner and you’ll 
return to the Dashboard.



3)  Creating and Editing Pages

Clicking on Pages will show various groupings of Pages (All, Mine, Published, or Drafts). Look for a 
link to Mine. This is a list of only those pages owned by your user account. If Mine appears as a blue 
link and is not already in bold, i.e., it has not been clicked, then click on (Mine) to show you a list of 
the pages you own, and therefore can edit.



4)  Visual Editor – Overview
Find the specific page that you want to edit and click on it. That page will then appear in the Wordpress
Visual Editor. You will typically be working with text, images and hyperlinks, and will be adding, 
changing, deleting, and formatting content here.

The toolbar at the top shows you your options for editing content. The icons are similar to a web-based 
email editor, like Gmail.  Mouse over each icon to see a short description for each one. Some of the 
more frequently used icons are for the following functions:

• use drop down box to select text format level such as Paragraph, or Headings 1 - 6
• change text to Bold or Italic
• create a bulleted or numbered list
• align text to left, center, or right
• increase/decrease indent
• insert/edit link
• undo/redo

( If you want a more in depth, and visual, tutorial for the Visual Editor, you can visit these links:
https://www.shivarweb.com/1821/how-to-use-the-wordpress-visual-editor-to-edit-your-site/
https://make.wordpress.org/support/user-manual/content/editors/visual-editor/ )

In the top left region of the editor there is a button for “Add Media”. Clicking this button takes you to 
the CATS Media Library, to which you can upload files, usually images or documents (typically 
PDF’s). (Note that you can also upload files directly to the Media Library, without having to open the 
Visual Editor, by clicking on the Media entry in the Dashboard – just above Pages.

https://www.shivarweb.com/1821/how-to-use-the-wordpress-visual-editor-to-edit-your-site/
https://make.wordpress.org/support/user-manual/content/editors/visual-editor/


5)  The Media Library

This is the screen display after clicking Add Media. The Media Library contains images and 
documents.



This is the Grid view of the screen display after clicking Media Library.



You can find specific images or documents in the Media Library in the following ways:

1. use the search function (image file name or a partial image file name works well)
2. use the filter function to find only your own media (Mine) or to find only Images
3. change the view from Grid to List and then click on any author to see only their media

It is recommended that you review and select the images you plan to include in your page or post 
before you upload them, rather than uploading all the photos and then using the Media Library as a 
kind of slide sorter.

Important note:
Deleting images or documents from the Media Library is permanent and immediate, and affects any 
page or post to which the image has been attached. The Media Library can only be restored by 
Wordpress Technical Support, and that requires restoring a backup version of the entire website 
from an earlier date in time. So be careful if you choose to delete items from the Media Library. 

However, if you are simply working on a new page or post, and using images you just uploaded and 
that you know are not attached to any other pages or posts, then it’s safe to delete any of your own 
uploaded, unattached images in the Media Library that you find you don’t need.
In addition, please note that the image as it appears on the page and the image in the Media Library are 
two separate but related things. If you delete an image from the Media Library, the image itself is 
removed from any pages to which it is attached, but an empty box remains there on the page(s) as a 
placeholder (it's part of the alignment of the content on the page). You would still need to edit any 
attached pages, select the empty image box, and select the Remove icon. If you are going to delete an 
image, then a recommended procedure would be to first go to the attached page(s) and remove the still 
visible image there, then go to the Media Library, and delete the image there. 



6)  Adding Images to a Page 

If you want to insert an image into the page you are editing, position your cursor in the place in the 
page where you want to insert the image, and click on the Add Media button in the Visual Editor (as 
shown in an earlier screen shot above). This takes you to the Media Library. If your desired image is 
already in the Media Library, then click on the tab for Media Library and select the image you wish to 
insert into your page. If it’s not there, you can upload it from here by clicking on the tab for Upload 
Files. It is recommended that you use descriptive file names, such as Highland Walk 3-29-19b, or 
MontpelierMulch1, rather than generic names like IMG_3748.jpg. Once you have found and clicked on
the desired image, click on Insert Into Page and the image will appear at the location on your page 
where you previously positioned your cursor. A small toolbar appears at the top of the image, for 
setting the alignment of the image. You can also resize the image by clicking on the image and then 
grabbing a corner and dragging the cursor in or out.

If you are working with multiple images, you can control how they are laid out on the page by clicking 
on Create Gallery. As shown in an earlier illustration, it appears in the Media Library, at the top of the 
left hand sidebar, after you’ve clicked on Add Media. Next, select the multiple images you want by 
clicking on them, and then select the Type of image gallery you want in the drop-down box in the lower
right hand corner, e.g., Thumbnail Grid, Tiled Mosaic, Slideshow, etc. Then click on Insert Gallery. 
Your images will be formatted as a group and will be placed on the page.



7)  Creating Links to Other Web Pages or Documents

Link To Web Pages.

The Link icon in the toolbar is used to insert a link to a document in the Media Library, or to another 
webpage. Typically, you create a link by typing a short piece of text, highlighting it, and then clicking 
on the Link icon in the toolbar. If you are creating a link to another CATS webpage, as you start typing 
in the Link input box, the name of CATS web pages will appear in a popup window. Select the page 
you want to link to, and click Apply. If you are linking to another website, click on the Link Options 
button, paste the URL into the box, check the checkbox for “Open link in a new tab”  and click Add 
Link.



Link To Documents.

If you wish to insert a link to a document, such as a PDF that’s in the Media Library,  click on the Add 
Media button and select the document you want, (or upload it if it’s not already there). You will need 
the URL of that document, which is displayed in the right sidebar of the Attachment Details when you 
click on the document in the Media Library. Select the entire URL (Control-A) and copy it (Control-C).
Go back to your page and, as described above for Images, use the Link icon to create the link that will 
point to the document. Paste the URL for the document into the Link box and click Apply.



8)  Tabs For Visual (Designed For Beginners) vs. Text (For Advanced Users Only)

There are two tabs to the far right of the toolbar, labeled “Visual” and “Text”. You can toggle between 
the two by just clicking on either one. Visual allows you to see an approximate representation of how 
the content will look in the browser when published.  Visual is where you should do all your editing. 
The Text tab allows you to see and edit the underlying HTML (the formatting codes), which is what 
web browsers actually use to format the page. You shouldn’t need to edit in HTML, and if you’re not 
familiar or very comfortable with it, just stay in Visual. You probably won’t hurt anything by just 
looking at the HTML, but if you don’t know what you’re doing, it’s easy to inadvertently change a 
small element of the HTML coding, and it can adversely affect (or destroy) the display.



9) Page Attribute / Template Setting

Note that almost all existing web pages should already have a Page Template setting of “Full Width 
Page”, so if you are editing an already published page, you don’t have to change the Template setting. 
However, if you are creating a new page, you will need to change the setting from “Default Template” 
to “Full Width Page”, otherwise, your new page will be displayed with a sidebar on the right hand side.



10)  Saving Your Work And Finishing Up

When you are finished editing, you have three choices:

1) Save Draft – your work is saved as a draft but the content is not yet published. You can click this at 
anytime to manually save your work. In addition, Wordpress should automatically save a draft every so
many minutes (autosave).

2) Preview – opens a new window and shows what your page will look like when published. You can 
click this anytime (whether you have manually saved the work or not). Preview opens a new tab every 
time you click it, so it’s less confusing if you close the Preview tab after you’ve looked at it.

3) Publish (creating a new page) or Update (editing an existing page) – Publish makes your work 
available on the website. However, please note that without some other object pointing to that page 
(e.g., a menu item, a link from another page, etc.), users won’t be able to find it easily (although it can 
be found by using the Search function on the website, or via Google search). You can edit a page, but 
although you cannot delete a page, you can “Unpublish” it if necessary, by changing its Status from 
Published to Draft. Wordpress keeps multiple Revisions (versions) of each page, so it’s also possible to 
revert to an earlier version, if necessary.



11)  Creating and Editing Posts

Creating and editing posts is done using the same Visual Editor and Media Library as is used for 
creating and editing pages and images, with one additional step that is only available for posts, namely, 
Setting a Featured Image. This function makes a featured image appear in two places:

1. at the beginning of the single post that the image is attached to; thus it also serves as a visual 
separator of posts if a user is viewing a screen of multiple posts

2. on the home page, where a shortened version of the most recent post appears, and allowing 
users to click to see the full post.

To work on posts, look for the Posts link in the Dashboard, and click on it.

To set a featured image, look at the bottom right of the Visual Editor, and click on the link for Set  
Featured Image. 



That will take you to the Media Library.  As usual, you can either upload a file or click on the tab for 
Media Library, to see all the images available. Select one image, and click on the Set Featured Image 
button in the bottom right corner.

One other important fact about posts. When you publish a post, it immediately appears on the home 
page, displacing the previously “most recent” post. The previous post still exists, and will appear as 
second-from-most-recent post, in the reverse chronological sequence of previous posts (AKA the blog).
So a new post does not need an editor or administrator to create a special link to it; it appears live on 
the website immediately after being published. You can still edit and update the post (or delete it) if 
necessary.



12)  Logging Out Of Wordpress

When finished with your session,  remember to log out of your Wordpress account. The upper right 
hand corner has a circular icon for a person (next to the bell icon). Click on it to find the Logout button.
Wordpress remembers your logon until you have shut down the browser and/or cleared its cache.  Note 
that any additional Wordpress windows or tabs that are still open, also keep you logged on, so be sure 
to to logout of every Wordpress window and tab that you have open.

13) General Guidelines For All Content Creators.

So that the website speaks for the CATS organization with a single voice, authors are expected to 
follow the format and editorial style of existing web pages,  No unusual fonts or colors, please. CATS 
must have the legal copyright, or written permission, to copy or upload any material (images, 
documents, etc.) to the CATS website. Do not copy images from the Internet, books, media, etc. for 
which CATS does not have written permission. Any documents that are added to the CATS website, 
and linked to, should be in the PDF format because most Web browsers have a built-in PDF viewer and
can display them. As a general rule, do not link to Microsoft or Mac proprietary formats (such as Word,
Excel or Powerpoint documents) because web browsers cannot display them; a user must download the
document and then have and launch MS Word or equivalent to view them.

14) Permissions Provided For Content Authors.

Authors can create new pages and posts, which they then “own”. They can save, edit, preview, publish 
and “unpublish” (reset to Draft) the pages and posts that they own, but not the pages and posts of 
others. They can delete posts and media that they uploaded, but cannot delete any pages. A clickable 
list of the previous (older) versions of pages appears in the Visual Editor, and the author can revert to 
any of these previous versions, if needed. 
In addition, for a page to be easily accessible to the public, there must be a link to it somewhere on the 
website. Authors cannot modify the structure of the website, or create any links from outside their 
documents, e.g., from a menu, or from some other author’s page. So, a new page can be created by an 
author, and even published, but unless the page is linked to from another page also owned and edited 
by the same author, it won’t be accessible on the website until a link to it has been created by someone 
else, usually an administrator.  (However, any published page is retrievable via Google search, unless it
is password protected.) When an author edits and updates an existing page that is already linked to, the
new version is immediately accessible to the public through that existing link. 



15. Getting Help from Wordpress Technical Support.
You can ask for help from Wordpress Technical Support by clicking on the Help button, 
and then clicking on the Contact us link and starting a Chat session.



Next, you can type your question in the text box, and a Wordpress technical support 
person will respond.



16) If You Get Confused Navigating Between Two Wordpress User Interfaces.  

As described above, Authors should stay in the Dashboard, but it is possible that you may find yourself 
in the MySite/Calypso Interface by accident. As already described above, the Dashboard looks like the 
illustration immediately below. If you are in the Dashboard interface and you click on “My Website” in 
the top left corner of the screen, Wordpress will take you to the MySite/Calypso Interface. 



The MySite/Calypso looks like this. 

You need to return to the Dashboard to access pages, posts and media using the interface this manual 
describes. To return to the Dashboard, click on “WP Admin” in the middle left sidebar. If the “WP 
Admin” link doesn’t appear, just click on the “My Site” link again and it will allow you to return to the 
Dashboard. Please don’t click on any other links in this MySite/Calypso interface – it appears different 
from the Dashboard interface.


