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Quick & Easy Posts

Posts

A Post is a way of adding content to a webpage, it is a safe area where content can be added
and then added to the website.

Posts can be large or small. They can contain only a few words or thousands of words,
images or even galleries of images, PDF files, download links for other file types and links to
YouTube videos.

In the WAL website we use Posts to do two jobs; we use to posts to provide information
that will be immediately displayed on the website and we also use Posts to add content to
the website database. These Posts then can be searched and the information displayed
when located. The intention is to store all WAL historical documents on the website so
anyone who is interested can view them in the future.

You can’t screw it up

When you are practising or creating a new Post you cannot damage the website itself. The
website is fully insulated from everything you do.

e No Post you create will be visible to -
the outside world UNLESS YOU
PUBLISH IT. R —

e You can practice with many Posts
saved as DRAFTS and no-one will ever ‘ S,
see them on the website

e Even if you accidently publish the Post
you can also un-publish it by returning | [ oot
it to a Draft or by deleting it o h

e The worst that can happen is that you
mess up the text in some way but you can always reopen the Post and make any
change that you want. Did you forget to add the Categories? Did you spell their
names wrong? Did you add the wrong photo? Just reopen the Posts and fix it.

YYou can save a Post as a “CEELELEEE




The various parts of a post

The Featured image could be associated with the
Featured image .
o Post or totally unrelated and appear for cosmetic
The featured image is
optional and is there for appearances only

looks only

PostTitle The Post Title must specifically relate to the
et i the Tits content much like Headlines in a newspaper or
magazine. “A fantastic day out” may be true but it
is useless for locating the Post, “A trip to Healesville

Sanctuary” might be less emotional but excellent

Author of the Post

Categories
Keywords relating to the Post

FireWood deli y are very important in the Title for a search.
Aug 10, 2024 — by Art. I t t
Watron et e icle fex The Author of the Post could be used by the visitor
in News, support, Uncategiized Even if the Post is only an L

inand i daveredwood o e vsiolle.  Image there must be text to search for similar Posts made by the same

Information Centre this morning. WAL members relevant to the Post for the

always on hand to keep volunteers and visitors au t h or

search tool

warm with regular wood deliveries

Categories. This is the single most powerful
Keyword for organising similar Posts to appear in a list on the same page. Think of
Categories like the Chapters in a book and all Posts that should be in the same “Chapter”
must have the same Category applied.

Article text. The body text or content should contain as many keywords as possible. This is
difficult at first since when we write we often assume that the reader is aware of the
missing text. Events that were of recent interest or well known or well attended do not need
keywords since everyone already knows about it. But Posts a few months or years old have
lost that connection and can only be located by keywords in the text.

Optimising Posts for the website

The Posts need to be created following strict guidelines so that the content can be easily
located by visitors. It is possible a carelessly created Post could be lost in the database and
never displayed unless someone painstakingly visited every Post one by one.

The Posts on the WAL website must meet the following criteria.

e CRITICAL - The selection of appropriate WordPress categories

e VERY IMPORTANT - A Title (Heading) that succinctly summarises the Post contents

e CRITTICAL - Text that contains every keyword possible that can be applied to the
contents, dates, descriptive words, names, locations, etc. Make it a readable
sentence if possible and if not then just add them as a keyword list.

e SUPER CRITICAL - If the contents are images or PDFs then a text description is even
more important since the database cannot look inside them. For example, a photo of
Jeff dressed in a clown suit and riding a quad bike has a filename of IMG-200345.jpg.
Without the added text the database will never find that photo.

e IMPORTANT - Add Tags make associated Posts easier to find

e IMPORTANT - A well formatted post that looks interesting and readable



A typical Post appearance

Keyword optimisation tips

Keywords are any word that applies to the Post and help to identify it. They turn a
general description into an identifiable event. For example, “a group of people gathered
at the finish line” doesn’t really say much. “Bob Smith and members of the Millgrove
Athletic Club applauded the runners in the 2025 Millgrove Cup as they crossed the
finishing line in Warburton” is a much more informative summary of the same event.

When you add the Post, you know what happened, where it happened and the people
involved so it is not added to the post. But in 25 years or even 5 years people will not
know those details and if future visitors are searching for that specific event what

keywords could they use to find it?

e Place Keywords in the Post Title
e Place Keywords in the Body Text
e Place Keywords as Tags in the Tag area

o Tags are just single words or connected words (Mt Donabuang, Sheila Hill)
o Tags can be keywords that were difficult to put in the text
o Tags can be used to link Posts within a Category. Fr example there is

o Use high value words only, do not create Tag clutter

e Add pertinent captions to added images, use the important keywords
e Give images pertinent filenames, use the important keywords

Categories

This is the single most important way to save (or store)
information so that it can be easily retrieved.

e Select one or more appropriate Categories
e For example, a PDF file about a big celebration in
Warburton in 1964 would have the following categories
selected
o Event
o History
o 1960s
o News
e If new category is needed contact the website editor

Post checklist

Title
Content
Media
Categories
Tags

uhewnNReE

Categories
All Categories Most Used

[ ] cerini
[ | Documents
|| Event
|| History
(] 1950s
(] 1960s
|_ | 1970s
1980s
1990s
2000s
2010s
| 2020s

[ ] News
[ ] NewsFlash
|| Projects

(] Track

|| Uncategorized
[ ] waL




WordPress Authors

Authors can create, publish, manage, edit and delete their own Posts however they cannot
create Categories. Authors cannot do anything to Posts from other Authors or have any
access to the rest of the website.

Ideally Authors would represent each group within the larger organisation. For example,
WAL could have authors creating Posts for the Track Keepers, the Cerini Centre, Facebook,
WAL proper, History, etc.

There are two text editors

For many years WordPress used text editor that look like a mini word processor toolbar, this
editor is now called the Classic Editor. This was easy to use but ultimately restrictive as it
limited the implementation of new webpage formatting technologies. The new editor is far
more powerful and can also format page layout as well as text, it is called the Gutenberg or
Block Editor.

By default, WordPress now uses the new Block Editor and is deprecating the old editor. All
new developments in web page layout will be based on the Block Editor.

I recommend the Classic Editor to make Posts. It is easier to learn and use and
adding images, links, galleries, videos, etc is simple and direct. The more
ambitious can explore and use the Block Editor which is more powerful and
supports new and upcoming technology.

How do you know if you are using the Classic text editor

If you have created a new page with the classic editor enabled it will look like the page on
the left.

Add title

Type / to choofy a blocl

Bl Add Post

Add title

Classic Editor Block Editor

Note! The Wordpress layout is very user configurable
and it is updated continually. What you see may differ
somewhat from this screenshot.




A tour of the Classic toolbar

Text formatting toolbar

Bullet and
number lists

Italic Text alignment

Add, remove and
edit hyperlinks

Heading and
paragraph style

Strike-through \
Don'’t use

@ontactjform

© Add Locagn

Visual  Text

Toggles toolbar size

Undo & Redo
actions

C Special characters )

Paste copied text
without its formatting

Add media dialogue box

The Add Media window provides to choose a media file, normally an image or a PDF, from a
library of stored files. It also provides different ways to upload files to the website.
Actions. Add Media Actions. Add Media

Create Gallery Fitter Media ear Create Galery This option will load a series
Create Audio Playlst Al media ftams | [ Al dates Create Audio Playlist of images and present them
Featured image. fi ¥ P ° s as an online gallery
I W 3 i Drag and drop the

reeri et B 3 i 3 nsert Twast Theses options in red are either image or PDF from your
not suppo_rled on our website or computer to this page
added using a different method 'to upload

Insert YouTube Insert YouTube

Insert from URL. r Insert from URL

You can search for an image or PDF
file BUT this only works if you gave

them sensible identifiable
filenames in the first place
The WAL website does not e 0
support uploaded videos. o =1 This button will open your
However it can display YouTube ﬁ'}ﬁ:?:a‘::ﬁfﬁafs;:e
videos. So add a video to YouTube an‘g add to the sns.
then add the link to the Post

Create a post using the Classic Editor

To use the classic editor, you must create a new post in a specific manner.

@ A Warburton Advancement League ®8 0 4 New
Warburton Advancement League
waL
wal.org.au Posts  AddaNewPost | v.
& My Home All(12) | | Block Editor
Classic Editor
[ Buk Actions | [ apo [ Alldates | [ A 2: Select the

A Posts Down Arrow
O Title

il Statistics

All Posts
First outing for 3 Warburton
Advancem

Q3 Media ent League

® Comments November track maint& Warburton

Advancem

© Jetpack ent League
. 3: Select the

1: Select the Post Manu item Classic Editor Advancem

Warburton

S

then select All Posts ¢

g up The Warburton Welcome sign Warburton
Advancem
ent League




Creating a post with Block Editor

Creating a new post using the following buttons will create a post that uses the new
Gutenberg or block editor.

@ @A Warburton Advancement League §8 0 4 New

Warburton Advancement League
WAL valorg.au Posts  Addpost v

All (13) | Mine (1) lished (12) | Draft (1)

ul Statistics
# Pposts Al Post: This will create a Post
Q) Media with the Block Editor

A My Home

il Statistics

| Bulk Actions v ‘ Apply dates v | | All Categories v ‘ i

A Posts

® Comments

O Jetpack

This will create a Post
with the Block Editor

& Profile

# Tools This will create a Post
with the Block Editor

o o
© Collapse menu 3] Media

% Comments

If you want to use the Block Editor here is a link to an excellent resource.

https://www.wpbeginner.com/beginners-guide/how-to-use-the-new-wordpress-block-

editor/

How to log into the website

You need to be registered to log on to make posts on the website. The Administrator will
register your email address and you will receive an email from WordPress requesting you to
accept the registration.

After this all you need to do is use your email address to log in to the website and you will
be sent a one-time only link that will take you directly into the website.

Note: if you are a WordPress user for another website you will have to log off that site first.
You cannot be logged into two separate WordPress websites at the same time.

1: Select the
“About Us” menu Step 1

Warburton Advancement League

Home News & Events Activities + Content Links AboutUs + Contact Us

Facebook Feed

Author Page

The Warburton Advancement
aaucwas created to 2: Select the “Author

represent and lobby on behalf Page” menu item
of the town. WAL came into

being after a meeting was

Warburton Advancement League

Step 2 Home News & Events Activities ~  Content Links AboutUs -+  ContactUs

Help Page Search Site

3: Select the
“Author Login” link

This page contains help files and res

Quick Links
Author Login Link
Bus booking
Author Login
Auspice Form




Log in to WordPress.com

Just a little reminder that by continuing with any of the options below,
you agree to our Terms 9 e

Step 3

4: Enter your registered
email address

Email Address or Username

o Continue with Apple
oR O Continue with GitHub
E Email me a login link

Step 4 Check your email

We've sent a login link to

5: You will see this
message from
WordPress

Didn't get the email? You

email address is associated with your account, or reset your
password.

WordPress.com =] i "
Log in to WordPress.com
To:

Step 5

6: You will receive an

& WordPress.com email from WordPress

Sign in to WordP
7: Click the “Log in
now” button and you
will be transferred to the
website and logged in

Hi there,
Here’s the link you requd

To keep your account secure, this link can only be used one time and

expires in one hour.

8: This link will only
work once and will
expire after 1 hour

You can simply delete this

@ @& Warburton Advancement League B + New 0O Reader

Warburton Advancement League
WA alorgau Dashboard

Ste 6 £ MyHome This is the view when you

p uil Statistics are logged in. You will see
2 rost . your Log In name here

osts g Twenty Twenty-Four theme.

@) Media Effortiessly turn posts into emails with our Newsletter feature-expand your
Adsmet blocks span) getting to your blog. reach, engage readers, and monetize your wriing. No coding required.

® Comments There’s nothing in you! Loarn more B

© Jetpack This view is called Quick Links
the Dashboard » Publish your next post Manage subscribers B

« View subscriber stats £ Monetize &)

& Profile

& Tools o Import subscribers B Newsletter settings &
Activity

© Colapse menu

Recently Published Quick Draft

25 Jan, 10:21 pm First outing for 2025
Title

Nov 13th 2024, 10:14 pm  November track maintenance

Oct 30th 2024,9:12 pm  Another tree fals foul of the October winds
Content
Oct 30th 2024, 9:06 pm  Tidying up The Warburton Welcome sign
What's on your mind?
Sep 11th 2024, 122 pm  Federation of Victorian Walking Clubs

What's Hot




Other ways to log in to the website

There is a hidden link here that
will take you directly to the Log In
page. The text is slightly lighter
then the background

fo see more posts visit the News & Events
page or use the search tools on the
fonts page.

Warburton Advancement League 161 Aug 2024

Warburton Advancement League

Selecting the dialog box will open a
menu and selecting Log In will take
you directly to the Log In page.

| @ warburton Advancement League

Sinup

‘A number of trees fell vi Copy shartiink
doling... Read more | RepOrt s content
This dialog box View postnReader
might be present in
your browser

oro posts visit Manage subscriptions

earch

xpand this bar

Example: creating a post with a gallery of images

@ A Warburton Advancement League §8 0+ New

WA Warburton Advancement League
wal.org.au Posts Addpost v

& My Home All (13) | | Block Editor |ed (12) | Draft (1)

1l Statistics

[ Bulk Actions v H Apply

A Posts

O Title
All Posts

Use strong informativi
0 Media
® Comments

@ Jetoack

@ @A Warburton Advancement League § + New

wa Warburton Advancement League

Add the post title and Add Post

Login and create a new post with
the classic editor

0O Reader @ A Hilalafalls £3

Screen Options ¥

A My Home

\ A good title summarises the content 1 Publish v s

content. Text is added PFECS ‘

Permalink: https://
A Posts

send 1 o[ ] (E==3 =

by typing or copy and s [ paaves ] [ Aad omactrom | o tossin] et oo | T Stausorat

@ Visibility: Public Edit

Add Post Paragraph
paSte- ) Publish immediately Edit
07 Media we — A
c: Jetpack Social: Not Connected
Remember keyword  LE=s
. © Jetpack Here is some text ab?m t‘he Yarra River flowing through#arburton. It is cooling
d et ai I in summer and cold in winter and always wet. The tracks along the banks go f Move to Bin

& Profile

Settings

Here is some text about the Yarra River flowing through Warburton. It is cooling,

in summer and cold in winter and always wet. The tracks along the banks go f Move to Bin

the river are some of the best walks in the world =3
Categories AV oa

All Categories  Most Used
) 20108
) 20208
V) News

) NewsFlash
P
Word count: 41 Draft saved at 10:2

) Projects
) Track
) Uncategorized

) WAL

Add Post

\ A good title summarises the content]

the river are some of the best walks in the world [ pusien |

Select all the appropriate
categories

Screen Options ¥

Publish v oa

th

0rg.au/2025/03/2 d-titl

Publish the post to add
it to the website - AvE O

tent I Edit ‘ [ Save Draft ‘ ‘ Preview ‘

9 Status: Draft Edit
Visual  Code

® Visibility: Public Edit
[il] Publish immediately Edit

% Jetpack Social: Not Connected
Settings

Here is some text about the Yarra River flowing through Warburton. It is cooling

in summer and cold in winter and always wet. The tracks along the banks go f Move to Bi

the river are some of the best walks in the world.




Publish v oa

Preview Changes l

9 Status: Published Edit
® Visibility: Public Edit This notice appears when it is
%D Revisions: 2 Browse published

[l Published on: 29 Mar 20253
Edit

«§ Jetpack Social: Not Connected
Settings

Move to Bin

Track Keepers

9 Facebook Feed

Recent New;

A good title summarises the content News & Events Activities Content Links AboutUs ~ Contact Us
Openanewtaband  i.en
) e A good title summarises
check the website

the content
appearance, follow the

Mar 29, 2025 — by lalafalls in News, Track
link

Here is some text about the Yarra River flowing through Warburton. It is cooling in
summer and cold in winter and always wet. The tracks along the banks go f the
river are some of the best walks in the world.

+ Previous: First outing for 2025

First outing for 2025
25th Jan 2025

Dolly Grey Park was a bit like

Screen Options ¥

Edit Post [ Addost |

| Post updated. View post [x]

A good title summarises the content Publish v oa If you see an error or
Parmalink: hitps:/walorg, il sum,ises-the-content; 4t e — need to add more

w‘ 9 Status: Published Edit

| °] Add Media ‘ l =) Add Contact Form ‘ [ © Add Location @ Visibility: Public Edit content retu rn to the

v | O Revisions: 5 Browse post and make the
changes and then select

Update

Paragraph v B

I
o — A v @ QO

. » . & Jetp: t Connected
Here is some text about the Yarra River flowing through Warburton. It is cooling Settings

in summer and cold in winter and always wet. The tracks along the banks go f

the river are some of the best wyffks in the world. Move to Bin

ategories AV A
ategories  Most Used

v News
V) Track

p Cerini

A good title summarises the content

Looks a little blah so permain: e lmlora a0/2025/03/29/a-g00d-tHe-sumises-the-content
let’s add a feature
image.

[Getshorinw

Visual  Code

Return to the pOSt and Here is some text!
select add media in summer and c

varra River flowing through Warburton. It is cooling
r and always wet. The tracks along the banks go f

the river are some of the best walks in the world.

-10 -




Actions. Featured Image

Add Media Upload Files  Media Library
Create Gallery Filter Media

Create Audio Playlist [ images ~ |[ A dates
Featured Image L A

(A
e ¥

Insert Tweef
Insert YouTg

Insert frf

Update the post

([ Facebook Feed

Recent News

A good title summarises the content
29th Mar 2025

Here is some text about the Yarra
River flowing through... Read more

Now we will add a
gallery of images.
Place the cursor where
you want the images
and select add media

Search Media
ATTACHMENT DETAILS

img 1112 jpeg

13th Nov 2024

ams

3024 by 4032 pixels

Alt Text

Learn how to describe the
purpose of the image. Leave
empty if the image is purely
decorative.

Title | MG_112

tion

Publish NIVERN

Preview Changes

9 Status: Published Edit

@ Visibility: Public Edit
%D Revisions: 2 Browse

i Published on: 29 Mar 2025 at 22:35
Edit

< J

Settin

Not Connected

Move to Bin

Update

A good title summarises
the content
M 20,2025 — byl 0 Nown, Track

anes 00 1 T rver are sorme o e bast walks 1 the word.

Edit Post [ ad post |

| Post updated. View post

—
‘Agoodtitlesumm4 2 content
S

y d-titl ises-th Edit
[S] Add Contact Form | | © Add Location Visual || Code

Permalink: http:
Get Shortlink

Q) Add Media

Paragraph v B

I
“ - AvE O Q

Here is some text about the Yarra River flowing through Warburton. It is cooling

in summer and c - and always wet. The tracks along the banks go

the river are so} walks in the world.

Select add featured
image and choose the
image

Open a new tab and
check the website
appearance, follow the
link

-11 -




Create Gallery x

Actions
Add Media ia Library

Create Gallery

Search Media

ATTACHMENT DETAILS

‘ img_1083.jpeg
v B 30th Oct 2024
3amB
4032 by 3024 pirels

Alt Text

Create Audio Playlist ‘ All dates v

Featured Image

Insert Tweet (0437 095 327 )
Insert YouTube

Insert from URL

decorative.

Title | IMG_1083

4

| Hndrre
4items selected
Create a new gallery.
Clear

Actions.

Edit Gallery
« Cancel Gallery

Drag and drop to reorder media files.

Edit Gallery

Add to gallery

Select large image size

Caption.

Select create gallery,
choose the photos and
select create a new
gallery and then select
Insert

GALLERY SETTINGS
LnkTo_ | Attachment Page v
cotumns [ 3v |
() Random Order

size | 1arna 1

Thumbnail Grid -

Square Tiles
Circles

and slideshow and
then insert gallery

all

A good title summarises
the content
Mar 29, 2025 — by lalafalls in News, Track

Here is some text about the Yarra River flowing through Warburton. It is cooling in
summer and cold in winter and always wet. The tracks along the banks go f the
river are some of the best walks in the world.

+ Previous: First outing for 2025

@ & Warburton Advarcement Lesgue 8 0+ New View Post

\waw Warburton Advancement League A good title summarises the content
walorg.au
i B

@ My Home

[omshoi]
@) Ad Media | [ B Ada ContactForm | [ @ Add Location

al tats
2 Posts
All Posts. =

Add Post

) media

Warburton. Itis cooling

® Comments along the banks go f

© Jetpack

Visual | Code

& profie
# Tools
0

GALLERY
Word count: 41

ved at 4:05:05 pm. Last edited by laafals on 29th Mar 2025 at 1120 pm

Tiled Columns
Slideshow

Update gallery

Update the post then
open a new tab and
check the website
appearance, click an
image to start the
slideshow

0 Reader

@ & i aiis [

Publish v o
[TProviw changes

9 Status: Published Edit

® viiily: Publc Edit

D Revisions: 5 Browse

) Published on: 20 Mar 2025 at 22:35
Edit

<2 Jetpack Social: Not Connected
Sattings

Move {0 B

Update

Categories
Al Categories  Most Used

@ News
@ Track
O cerini
() Documents
() event
() History
19508
) 19605
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The post dashboard page

This is the homepage for posts. Posts can be created, located, edited and deleted.

@ A Warburton Advancement League 8 + New OO Reader @ A

WAL Warburton Advancement League Screen Options ¥
wal.org.au g AddaNewPost v

AVA2) | Published (12)
# My Home Search Posts
il Statistics

‘ Bulk Actions v ‘ Apply ] ‘ All datgs v H All Categories v ‘ Filter

A Posts

Author Statistics

This button creates i Search for a Search for a post |

a new post post by date by category
[ T November track maintenance - Search for a
Advancem .
© Jetpack ent League previous Post
Another tree falls foul of the October winds Warburton or POSts
Advancem
ent League

o Profile

&~ Tools
© Collapse mepu idyi The name of the Warburton Published

h Advancem 24/10/30 at 9:06
person who ent League pm

This page lists all recent Posts. published the post david2225 Published
942698 24/09/1 at 1:22
pm

You can see all the Posts made
by everyone BUT you can only damage August 2024 ;22:;225 ) p/bo‘l;;;jda(t11
edit and delete your own Posts. pm

6 well done Published
24/08/17 at
0

ntent - Post 2K
Screen Options ¥

£ A good title summarises the

ntent

content
Publish
cooling in
o f the river
v Published
ode o 7
Pending Review 41 words, 1 minute read time.
o Last edited a second ago
Status Published
Statu ility x uplishe
blished on: 29 Mar 2025 at 22:35 Publish Mar 29 10:35 pm
Q Draft
ing Not ready to publish Slug a-good-title-
k Social: Not Connected O Pending i;:‘t:;{‘scs'mc'
i Closed
Q Private
Move to Bin Only visible to site admins and e
Update Q scheduled
ublish automatically on a chosen date Move to bin
QO Published
Categ AV oA
Al Assistant @ ~
All Categories  Most Used [0 Password protected WRITE BRIEF (BETA)
B sible to those who know the password Visualize issues and apply A
V| News

/) Track
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Saving a post as a Draft and opening Draft posts

Screen Options ¥

[x]
‘ Publish Vo oa
f— J— ~
‘ oo ‘ DTy ‘ @ @ warburton Advancement League @ + New
Warburton Advancement League
£ waL
wa D ? sty/fs: Draft Edit wal.org.au Posts  Addpost | v
bility: Public Edit & MyHome All(14) | Mine (2) | Published (12) | Drafts (2)
visions: 6 Browse ull statistics
Bulk Actions v |[ apply | [ Alldates +
blish on: 29 Mar 2026 at 22:35 A Posts —
) Title Author
cold in
world S wetpack Social: Not Connected =) A good title summrises the content — Draft lalafalls
Settings Edit | Classic Egjtor | Quick Edit | Duplicate @ | Bin | Preview | Copy link
Q7 Media
Move to Bin
m ® Comments Use strong informativi lalafalls
© Jetpack
. 0 Title Author
Categories AV oa & Profile

# Tools Bulk Actions v | Apaly |
All Categories  Most Used S

) @ Wwarburton Advancement League §8 + New View Post

Edit Post [ Ao pos |
@My Homs | A good title summarises the ¢

ul Statistics
Permalink

® Comments

©) Jetpack Here is some text about the Yarra River e e ane

winter and always wet. The tracks along . .
A o summer and cold in win
& Profile

are some of the best wal

Uploading Media

What files can be uploaded?

e YES: Images — jpeg, Gif, PNG
e YES: TXT, PDF

e NO: Word documents

e NO: Video files

@ A Warburton Advancement League ®8 0 4 New

waL Warburton Advancement League
wal.org.au Posts AddPpost | v

A My Home All (14) | Mine (2) | Published (12) | Drafts (2)

ul Statistics

A Posts

\cement League

[ Bulk Actions v | [ apply | [Andates v |[aid] Media Library [ Add yedia Fie |[ import Media |

Title @ My Home You are currently using 76.5 M § out of 13 GB upload limit (1%).
il Statistics

# Posts 2] Aumemam/ v | [Andates v | [ suk select |

0 Media

® Comment

Q@ Jetpack i ﬂ

e Profile

4 Tools Bulk Actions v H Apply ® Commer}
© Collapse Menu © Jetpack

& Profile
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Media filenames

All media filenames MUST be changed from generic filenames like IMG-20345.JPG to
something descriptive. WordPress cannot look at the information within an image or a PDF
document. Unless you give it a meaningful name no-one can ever find it using the search
facility.

For example, IMG-20345.JPG becomes cerini-walk-2025.jpg

For example, Scan-6.PDF becomes wal-minutes-jan1968.pdf

Undo and other keystroke commands

WordPress supports Windows and Apples Undo and Redo keystroke commands. E.g. CTL +
Z. It also supports bold CTRL + B and italic CTRL + |

[=) Add Contact Form | [ © Add Location

“0.(1""“3

® 1
HE
m

Image size

Select and move the handles on the corners of the image

e

Image alignment

Edit Post [ Addpost

‘ Use strong informative Titles
Permalink: https://wal.org. o Get Shortiink

[ s o | [ £8 A0dcortact rrn ) [ 90 Loatin|

paragraph v B I = i E@— = ¢ =EB@
" w - AvEQOQ = L]
Edit Post
Use strong informative Titles The Title is like the head a newspaper. It should both catch the eye and succinctly
Lo

Permalink: https://wal.org.a:

tly

both catch summarise the post contents. & = The Title is like the
headline in a newspaper. It should both catch the eye and succinctly summarise the post
contents.The Title is like the headline in a newspaper. It should both catch the eye and

succinctly summarise the post contents.The Title is like the headline in a newspaper. It should

the eye an
It should bot
headline in
contents.

harise the post contents.The Title is like the headline in a newspaper.
e and suceinctly summarise the post contents. The Title is like the

st
1 J Click to place cursor in the text I

both catch the eye and succinctly summarise the post contents.




Edit Post | Add post

Use strong informative Titles ——
9 Edit Post [ #aros

Permalink: https://wal.org g-i i edit ][ Get Shortiink

| ‘ [ ‘ | ‘ Use strong informative Titles
8] Add Media | | [ Add Contact Form | | © Add Location 2 Visual || Code
Permalink: https://wal.or ! i (e ] (et shortin
= E[W]E]z = @ =
2

I
o &=

Paragraph v B
Visual  Code

@ Add i | [ Add Gomct rorn | o ocmion

e pagah + B I = E[]E]2 = 2 = (E@ =

x
............ a the eye and succinctly o = Av O N0 E RO )

The 2] = =
-

o
© il

o - Av

The Title is like the headline in

% lewspaper. It should both catch the eye and succinetly

summarise the post contents. The Title is like the
headline in a newspaper. It should both catch the eye

and succinctly summarise the post contents.The

Title is like the headline in a newspaper. It should

both catch the

the headline ina

post contents.The Title is |
newspaper. It should both catch the eye and

summarise the, £ 'he Title is like the
headline in a n¢ 1 cinctly se the post
contents.The T Select image ]ld both catch the eye and

succinetly sum eadline in a newspaper. It should

succinctly summarise the post contents.

both catch the eye and succinetly summarise the post contents.

Adding Hyperlinks

[ Add Contact Form | | © Add Location

=] Add Contact Form | | © Add Location Visual B
B 1 = = [«][E]
4 >

Q

S
&

|1
lih

(5

is like the headlin newspaper. It should both catch the eye and Jfecinctly

> is like the headline in a newspaper. It should both catch the
ise the post contents. Read more on the WAL website [Rttpsiwal.org.au ] o

Making an image a hyperlink

Paragraph

Isuccinctly

Paste URL or type to
[h\tps://wal.orgAau ] K

Adding PDF documents

We need the help of the Block Editor to do this. First create the post in the Classic Editor
leaving the PDF to the end. Save the file and then reload from the Post Homepage without

selecting the Classical editor.

From now on the page can only be edited by the Block Editor

Posts Addpost v

All (14) | Mine (2) | Published (13) | Draft (1)

Select the page name NOT
the Classical Editor option ‘ e 2

Title %
A good title sufimarises the content
Edit | Quick Edit | Duplicate @ | Bin | View | Share | Copy link

Use strong informative Titles — Draft

() Title #
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A good title summarises the

content Place the cursor where the

text says type

Here is some text about the Yarra River flowing through Warburton. It is cooling in
summer and cold in winter and always wet. The tracks along the banks go f the river
are some of the best walks in the world.

Type /PDF or /FILE and a A good title summarises the
pop-up box appear with File (Ll
on it. Select this box. (o e T T S s e 1 25

T g the banks go f the river

MW

A good title summarises the

content This opens a dialog box
allowing you to choose or
upload the PDF document

rburton. It is cooling in
the banks go f the river

3 File

Drag and drop a fil , or choose from your library.

| upioaa [

Type / to choose a block

A good title summarises the

When the upload is finished content
the PDF file appearsin its Hereisforr‘lf'ﬂ-afotfnheYa:ra.Riverﬂowi:\Lg'hro\ig:h\{V:grb;:(:: :Ls.s;o:::\egr::e :
own display window. [0 0[5 [mem conm

'WARBURTON ADVANCEMENT LEAGUE INC.

| AUSPICE REQUEST FORM |

Auspice | Name of Organisation
Detsis estig Auspice

If you want more information on the Block Editor here is a link to an excellent resource.

https://www.wpbeginner.com/beginners-guide/how-to-use-the-new-wordpress-block-

editor/
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Adding videos

Currently the website does not videos to be uploaded and used. However, videos can still be
embedded in the page and played normally.

First the video is uploaded to YouTube and anyone who has Google account also has a
YouTube account. Then the YouTube link is added to the Post.

* (1056) The Cerir

+ create [ Edit Post | Add post

‘ Use strong informative Titles [
Permalink: https://wal.org.au/2025/03/28 Select Add Media ]

Visual | Code

== =

There was a very successful walk to raise awareness of the homeless in the Yarra valley. It was called the
Cerini Walk.

|
Place cursor where the
video will be placed

Edit Post [ Acd post
Use strong informative Titles

Permaink hitpe /v . (oo ) (oot srornt ]

Insert from URL * (@ Ada e | (T8 Ad contoct Fom | [ 90 Lot veoos 1Tcoze
o v youtube.comwatchte-ENUL Pwwon v B I EEGEE SO E[EE
‘_m “ - AvE O QEPO )

Paste the URL
copied from
YouTube

There was a very successful walk to raise awareness of the homeless in the Yarra valley. It was called the
Cerini Walk.

The CeriniWalk

Select Insert
from URL

Select Insert
into post

Word count: 22 Draft saved at 10:41:11 pm. Last edited by lafafalls on 30th Mar 2025 at 9:44 pm

Headings and Paragraphs

\ Use strong informative Titles

Permalink: https://wal.org.au/2025/03/28 g ... Place cursor in the text
‘ °,] Add Media | | = Add Contact Form l l © Add Location Visual
oo s 1= cf@e == ¢
Paragraph o) e
.
Heading 1
r the lazy red dog
Heading 2

mps over the lazy red dog

Heading 4
Heading 5
Heading 6
Preformatted
rcu uvyg
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Adding an EMERGENCY notice to the homepage

00 Reader

e been cancelled Publish

Errn ==

¥ Stotus: Dratt cit

o dd Locaion] vt | code

® visibily: Public Edit

Paragraph

‘Warburton Advancement League

Home News & Events Activities ~  Content Links About Us Contact Us

- - A

Due to the extreme fire ris| Iristmas carols for 2025 will have to be

cancelled Move to8in

( AN ) Search Site

The Warbur lvancement .
League was

1: Enter the Categores

represent ani - ] st v
of the town. News Quick Links News Flash A4 Catagories | Mot Used
sengatera| Flash area text D avres

bookin O 20205

called in 195! ) News

local community committees ) NewsFiash
together to form a single Auspice Form 2 0) Projects
idontty. There was a similar Track Keepers oo 15 2: Select ) T
progress group started after 0 ncategorized
WW2 but information abuttis (9 Facebook Feed News Flash ) wa

is sketchy.

‘Warburton Advancement League

Home  News&Events  Activities Content Unks  AboutUs Contact Us

‘Warburton Advancement League

Home  News&Events Activilies Content  Links  AboutUs Contact Us

The Christmas Carols have been cancelied Search Site ( S ) Search Site
sonHar2028
Duo o the exrama i risk the Chvistmas carols fo 2025 wik have to bo = The Warbu
cancelled. League was
o represont
e avowr REMEMBER TO DELETE
The Warburton Advancement Bus booking CELE THE NEWS FLASH
League was created to
oo oot | apaEam wacoml  WHEN IT IS OVER
of the town. WAL came into Track Keepers o
fier a meeting was L
boing o ® progross grovp siaried afer
| Facebook Feed .
ot T L WW2 but information abut this (9 Facebook Feed

local community committees.
together to form a singlo

s sketchy.

Recent News
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