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I. How to get into Dashboard?

Dashboard of a site enable user to edit and adding new post/page, upload media,
make arrangement on top menu, customizing sidebar and many more. Steps to
get into the dashboard are:

Get the site’s URL

Add /wp-admin at the end of the site’s URL.
Key in your username and password

Click Log In.

o op

l. & comp.utm.my/demo-student/

add
2. comp.utm.my/demo-student/wg-admin

" ®OUTM

UNIVERSITI TEKNOLOGI MALAYSIA

Username

key in username
type your username
FPassword

’luy!nmmrd

O Remember Me
Seleet “Log In”

Reaqister | Lost your password?

+ Back 1o Staff
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written by Aeisyah Hanum

Post is something that not permanent, which can be group by setting the Post
Category/Format. Post will continuously change with the latest post that

published by user. Steps to create a new post are:

a. Go to Dashboard
Select “Post” and click “Add New”

c. Keyin the post title, post content (body) and determine the post

format/category.
d. Click “Publish”

¢ Posts
. Add New Post
Al § 1
Add New b You must configure tha plugin 10 enabie Disqus Comments.
S ¢. Key in your post Title, Content
' 'Post Title here..
Media
Links
Upbaadirmen (53
Pagen
- Commaents B 1|« | =} S E=3IS s 4
Foot sz v Pagragh ~ BB Q2 O 9 A-2.-E
[ Genesis
K|
:‘i Appearance
 Plugins
i Users Post content (body) here..
T} Tools
I Settings
§ | Facebook
Pati p
Weed count: 0
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Publish
Save Draft Preview

Status: Draft Edit

Visibility: Public Edit

[*] Publish immediately Edit
d. Click Publish

Format

@ Standard
O Aside

() Audio

() Chat

O Gallery
() Image
() Link

() Quote
() Status
O Video g, determine the post format/

category.

Categories
All Categories  Most Used

Select / Deselect All

(] Uncategorized

you may add a new category
{that fit with your post) If there’s no suitable
eategory

+ Add New Category

III. What is Page and How to Create It?

Page is permanent compare to Post. Page will be fit with information that user
wish to keep and publish it for a longer time. Page also suitable to make up
Menu. Steps to create a new page are:

a. Go to Dashboard
. Select “Page” and click “Add New”
c. Key in the Page title, page content (body)
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d. Click “Publish”

2 WPMU DEY spdatns as i

ey 1 Add New Page

. You must conhgure the plugin 1o enable Disqus Comments
¢. Key In the Page Title, Page content
Yoor page title here...

Uploadinsen [T

B Il mU Sy EE3 R & 24 == T8 0
|51 Appesrance Fomsgs « Pagmph ~ B B @ 0 4 A+2+.9 ¥ x, 920 %0
(7 Pugins x| e AT - -
. Vsaen
your page content (body) here..
T} Tools
(17 Settings
§ | Frcebook
Publish
Save Draft Preview
Status: Drant Edil
Visibility: Publie dil
'Y Publish immediately Edit
Y= d. Click Publish
Page Attributes
Parent YOU may sef the page parent
for dropdowmn menu purpose
(no parent) _vJ
Template
Detault Tcmpln!n_-J
Order
o
Neoed halp? Use the Help tab In the upper right
of your sareen.
OpenGraph Settings
[+] Type
[+] Titie
[+] Description
[+] Custom OpenGiraph images
[+] Custom OpenGraph propearties
Featured Image
you may set the page featured Image
st leatured Imaga
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IV. How to Upload Media to Gallery?

Media is any type of file like .pdf, .doc, .docx, .jpeg, .png and many more. Gallery
act as store and group all media uploaded to the site. Steps to upload media to
the gallery are:

a. Go to Dashboard
b. Select “Media” and click “Add New”
c. Click “Select File” button. Then choose your file.
d. Save by clicking “Save All Changes”
'y WP OLY yodales are pyabaiie Poavs spvivw sour By
s 3 Upload New Media
5 Madis
e . You must cantigure the plugn % enabiie Disgus Commants,
o » |88 = @) | 0 Dewsloats # Q
* Links — . - ~ _—
Poges jresid i 0
& Commants =R '( W your file ¥
., vl Msauazl i CHUEEREEETR
a Gacnnlt !. - Dedd7 1IN g TEIEetr e ) o 75’?'”#7;"
il Appearance [ EE m n
5 Pugine { 8- ¢. Click Select Flles
Sy SCosRNdsTTe IS codsd TOIEST TenSdettie2 Ser )
¥ Users % =4 C2E1306000 jpg WxS25eal07 g

¥ 4 S o - et o~
1) Teoln » A £

== : i \i‘-
Y, Ganings Yoo cane - e

- ! .
-
§ i Facuboos b b Cancel | (D0pan)
'J A Pr—
"

[:] d. Save fill by select “Save Al Changes”

V. How to Arrange Menu?

Menu can be consists of Page, Post, Categories, Format or Custom Links. Steps to
create and arranging menu are:

a. Go to Dashboard
b. Select “Appearance” and click “Menus”
c. To create new menu, key in the menu name and select “Create Menu”.
d. Then, user can choose either to construct the menu from Pages, Posts,
Categories, Format or from Custom Links
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Do not forget to click “Add to Menu” button to each selected items.
Click “Save Menu” to save menu that user has created.

To activate menu, user need to go to Appearance and choose “Widget”
Drag “Custom Menu” widget to “Header Right” section.

Then, select the menu name (the one that created and saved before)
Click “Save” to save widget.

o E@ o

i Stay in the WordPress loop by following us on Facebook, Gocale+ and Twitter, and never miss out on great plugins. themes or impt

= Mecia
* Links >
Srien =] Menus
f—.' Comments You must configure the plugin to enable Disqus Comments. “
¢. Key in the meny mame and eliek “Create Mens”
[ Genesis =

Mesu Narre 'kqim rame here

To crezie 3 cusiom meny. O 1 2 rame 2bove 2nd ok Craale Menu. Then choose fems ke pages, calegoass or oy
ANzryou have added your Rems, drag and 4mp 10 put Tiem in he oeder you want. You can akso oiick each fem o reves

Wren you Rave Snisted duilding your custom mensy. maks sure you cick the Save Meau butizn

sy custom Comtrot
Z £. the, elick SAVE MENU

Moy Rocamt w Al Geont

2 Vi 0 S Personal Sae

ST select which post to

 Sempie Doste

e proce D8 put Into meny

or d. yser cax choose 10 construet the memy
from custom links, pots, pages, eatugories,
Mo 1 v A - “w

=i M Gt 12 M~

Mot (Isea

U o put Into meno

OR  c click "Add to Menu” after select the items

Rewi M)
Pormat

'.\..'H o View \M » ”
o et be put into mem

& Asde
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5 Appearance
Thains Available Wadgets Header Right
Widgats ' Drag s A 3 2
o Arthives Calendar Custom Menu
s A monihly anchive of your $18's poss A calendar o o b!m m m Tea
£ Puging o “Header Right” m
¥ Users Categeries Cutom Wens | Seleet memy
- A2 o dropioen of catamse == SecMenu Manmery .
Tosls 2 or dropioen of Latagtes
if Setings =ha @
Genesis - Catagory Men
Fi : r J ek SAVE
~ . A ¢ Anc m - + -

VI. How to Set Up Widget?

Widget is something that can be customized by user. It depends on what user
does wish to show at the homepage. Steps to set up the widgets are:

Text Widget

a. Go to Dashboard.

. Select “Appearance” and click “Widget”.

c. User can see “Primary Sidebar” section. First, drag “Text” widget to this
section. Put the title for the widget and HTML code (refer to the image
below) for user profile image, and user self- introduction.*

d. Then, click “Save”.*

5 Apprommnce
Available Widgets Hoader Rigin
O  Luw
Alctems Cakerdat Covoen Wem
S Dygme
R s Categones Cantors Mern
o Primary Sidebar
T Yook
1T} Seitiags " " 4
y Genexs - Catopary Man Geeoss - elens 3t Upcates
§4 Faretook Ve w2 1iad Deen Oegrecle s atd v Ceaplani Faotturr amad MasaDe Test Usoon! Peregns Sep
Geserun | oairnt Foge I Tk ] Newch
- ¢. Drag TEXT widget
eut Posty. Swoet Pasl
to “Primary Sidebar”
Gernxy - Faghsee Fuets Gesews - Lytas! Tweelr
Lrey
Gesrss - Page Mavy feseus - User Prefle
d L ey
Links
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Howdy, webmaster .

Primary Sidebar

This is the primary sidebar if you are using a
two or three coluimn site layout option

Text: Student Personal Site

Title:

Student Personal Site C. DUt TITLE Wldget

<img sre="http://comp.utm.my/demo-

..........................

=div class="line"=</div=

<3 class="social-facebook”
href="http./iwww.facebook.com/bgardner'=Facebook=/a=<3
class="social-twitter” href="http:/Awitter.com/bgardner"=Twitter</a=<a

class="social-plus” href="http://www.briangardner.com/plus™=Google+
</a=

c. Put HTML code

[ Automatically add paragraphs

e d. click SAVE |€2

*Repeat Step C and Step D for any widget.

Search Box Widget

c. Drag “Search” widget and put it at the “Primary Sidebar” section.
d. Click “Save” (refer to the image below)

Copyright © by Corporate Web Communication Unit,
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Howdy, webmaster i

Primary Sidebar

Ir custom
This is the primary sidebar if you are using a
two or three column site tayout option

icrioe Text: Student Personal Site

Search

nbnails @ Title:
Search

i Delete | Close @
" ¢. Drag SEARCH widget

tO "Primary Sidebar" Recent Posts: Recent Postd' SAVE

sravatar

Links

Recent Post Widget
User has to create a new “post” before applying this type of widget. Refer to the
explanation on how to “Create a New Post”,

c. Drag “Recent Post” widget to the “Primary Sidebar” section. Put the widget
title, and number of “Recent Post” to be listed.
d. Click “Save”.

Howdy, webmaster .

two or three column site layout option
ates

| subscribe Text: Student Personal Site

Search

1 thumbnails
Recent Posts: Recent Post

put the widget title

weets, Recent Post

Nqur'%tsgtoosﬁ;\twl 10 I
Delete | Close m

with Gravat
'Y Recent Posts

c. drag widget to d.click
“Primary Sidebar” Ligks SAVE
eUTM Copyright © by Corporate Web Communication Unit, 11
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Links Widget
User need to create a new “Link” before applying this type of widget. Refer further
explanation on how to create a new “Link”.

VIIL. How to Create a New Link?

Link is a user’s blogroll, where can be redirected to any prescribed website/
URL. Steps to create a new link are:

Go to Dashboard

Select “Links” and click “Add New”

Key in link title, website address, and tick the link category.
Select “Add Link” to save.

a0 o

Add New Link

You must confgurs e sluges o anstdie Degus Comments
c. Put the link name, web address and tick
vame liNK category Save

B G
3 category name nemne
LU Gt ] o
Exanpie Wiy D000 saftware
Iners 2 .
S Web Address d. click “"Add Link
web aodress here
Sutings
Sxarpit mtp//mrarees.ary’ — 000 firget Mg ey
L LA
Deseription
Categ
tek () ink calagory here
Set up Links Widget

c. Drag “Links” widget to “Primary Sidebar” section.
d. Select Link category to show.
e. Click “Save”
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Howdy, webmaster [l

two or three column site layout option
scribe Text: Student Personal Site
Search

mbnails
Recent Posts: Recent Post

*  d.Select link categorf/mks

Select Link Category:

Useful Links [~]
Gravatar Sort by:
Link title [~]
Links [C] show Link Image
[¥] show Link Name

[C] show Link Description

c.Drag Links widget @ showLinkRating
to “Primary Sidebar”

Number of links to show:

Delete | Close ml

e.click SAVE

VIIIL. How to Edit Post/Page after Published?

Edit Post/ Page is to change any of the Post/Page content. Steps to edit
page/post after published are:

a. User need to Log In, key in the username and password (refer to previous
explanation on how to log to dashboard)

b. Select “Visit Site”

c. Go to any post/page user wish to edit. Click “Edit Page” or “Edit Post” at
the top of the page or user may click “Edit” at the end of the page/post.

d. Edit the page/post by user interest. Click “Update” to save changes made.
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My Sites Student Personal Site =~ & 2 ® + New Edit Page

Accessibiity Report Abuse M
l l I M innovative @ entrepreneurial @ global C. click "Edit Page”/
UNIVERSITI TEKNOLOG! MALAYSIA

“Edit Post”

My Self

Whoami?

_ OR may click “Edit” at the end of
the page/post

Hiaden! Personal Sile

et 1~ Edit Page
You must Condigure The plugs o enatee sgus Comments
amenenta
@ Genesie My Seif Publis}
Appearance 1 ! E F
Piugins x
J ; Sutus Putlished £2)
0 ent Jual
Useres
B ] = U 2 i = B s = s M J . \siziity Pulic
yols
Fort 509 v Paagraoh « B B @ O d AW S x X Putiished on Dct 11. 2012 @ T03 £

()

| vpasie
: click "Update”
Pege Attribu

Al

d. Edit the page/post content Parent
by user interest no parent -
Tomplols

Detault Tampiate | =

Ordet

IX. How to edit User Password and How If You Forgot It?
User can edit the current password by:

a. Login and go to Dashboard.

b. Go to Users and select “All Users”. A list of all users of the site will appear.
Find your name/username. Click “Edit”.

c. Now, you are in Profile Personal Options. Scroll down a bit and search for
“About yourself” section. You may see “New Password” box there. Fill out
the field with your new password. Re-type your password for
confirmation.

d. Click “Update Profile” to save changes made.
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¢l Dashboad WP DEV gpésdes pre ovalalie Mlopss ieaew siuy Juniplies updaies iod

= Posts

Users

 Commwanss

m Genesls

¥ Appesiance

You must configure the plugs to esable Disgus Comments.

ad Stay In the YWordPrass 10op by folowing us on Facebook Goodgle - and Twillar
1 Medin
piugns, themes of impotant secunty news!
y Links
i Poges
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and nevear miss out on greal

A : " "
Plogins a list of users and select your name. Click "Edit
Bule Actons [=]  Apph Changercieto, . [e]  GChange
Username Name E-mail Role
11 Tools Username Nama vl Rolo
1] Sestings .
Bulr Actonz w.  Apply

Search Uses

Yanoo

Jasvet) Googe Tk

About Yourself

Bogmpnca v

reset your password, re-type for
confirmation and click “Update

Profile"
new password her . '

Héw Fassword l

Strengh nalato

If you forgot or lost your password:

Do not panic if this happen! Simply:

a. Click “Lost Your Password” below password field.

b. Key in your username or email and click “Get New Password”. A
confirmation email for the new password will be emailed to you.

Copyright © by Corporate Web Communication Unit,
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X. How to Change Profile Picture?
Steps to change profile picture are:

1. Go to Media and select “Add New”.
2. Select Files.

You

Get New Password

written by Aeisyah Hanum

usermame or email

then, click HERE

3. Selectyour file. (File must be in 265 pxl width X 275pxl height)

» + 1
1 Dashbosd WEMU DLV updetes are svatolie rase \waew yuur aemiabie it oan .
* Posts e
_ ml Stay in the WordPress loop by following us on Facebook, Googler and Twitter, and never mess out on great plugins,
=~ Media
themes or Impartant security news!
Lerary
Add Haw \
& Lk ‘24 Upload New Media
L e You must contigure iha plugin %o enatio Disqus Comments.
Comments
- .
oo il Vplod
< » |33 = 0/ (@8 Downloads I R
Ve - i = 2
Jl»l LS = |
= MaonTosh HD
£ 1ok Splasheop_Streamer MAC SPlayerSatupint axe Seen Tk
I rmone DNsE v2.10.4.0mg
ARy | M .
B Camacon's Mac J
| i
FPLATE A
K ouksen staffgentl png N e s
4 azman fan ang thes ana descpioes
A Azplxamam - -
“r Decumenmy = | m
— —
LAREM e
- Todey * wynergy-1.4.8- TeaMawne dmg .
Vs otay *  MacOSX107-x56_64.dmg v
|_| Hade extension Cancel | (~Open)
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4. Copy the file URL.
5. Click “Save all changes” button.

You e U S it Ble uoiacer. Prolbems T Try B Broaoss ultumant ifesaad
Mo spdoad) Dhe aioe: ML Al 4 Bhe Nrs Dot agistiod. y1u Son add Bies wad descrplions

auen [

Flle s st gy

19 .
L & < Flla Type; magepeg
4 ¢ 1 Ugiond datw: Ocxite 180 2013
\ Oamensions: 200 « 170
]
! o
L% mage
Tise . MU
Alternate Text
A Wt or e ma0e, 0.2 The Mot L
Captica
Description
e URL ITRp ALoerg: ubrs my a0 Sltent Qs 201 2| Cokurent pg
LOGRIn OF e (povded b .\
Dytate

6. Go to Appearances and select “Widgets”
7. Paste the file URL you copied before at Step 4.
8. Click “Save” button to save changes.

Avalluble Widgets Header Right

lra~ey
WW'-\O [ v 0 AcOVAtS
Maiis — - Primary Sidebar
Archives
Lazyme Shytesheat
A mornty ve of I NS posis
2 Pluging
2L Users Calencar Yout: Studeet Parsonal She
11 Toals A colonda o your sie's posty e
Sudorm Permonal S
I
2t Setsings Catogories 7]
S AR —y L~ <03 T MO sm mydemo-shitend W20 12110\
b} Fecebook AL BT ROpATER 0 SEmpOT GRS > Stwrtucks ASdicr Sans Mk actisn Fan. Nomea Theosst
Hustand and Father. Aspeng EXogger. Founder. Shysafinas. Panner,
Custom Mens » e Meia. <3 topla™ >Mivs <>

Line B8 wiaget 1o ads one of pour cusiom
TENE A% & Wioge

Cenesia « eNews sod Updates

Dispiays Feadoumar omadl subecrideo form

Genesis - Femtured Page

Daspiaves asmg pagpe wih Pussiegls

08" tretatep Meww Satebook oo

lars"socia-plus”
P dda" IS Dwerw. DR O rdnes SOm Bl >0000ie s>

o ARSIy AR DTG M1

D

ch G ="S00N M hatier” frad="1e1p Natiat com
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