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Adding a post 
General 
This document gives details on how to add or edit a post. 

Your user account will have been assigned certain access rights, and these will define if you 

can publish your own posts directly to the site or even edit other people’s posts. 

Initially users are set up as “subscribers”. Subscribers can create posts, but not post them 

directly to the site. Instead the posts can be submitted for approval by a site administrator 

who can post them on your behalf. 
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Logging In and out 

Log In 

Log in via the login page of the site 

www.colchesterharriers.co.uk/wp-login.php/ 

Enter your user name and password and you will be taken to the Colchester Harriers 

administration dashboard 

 
The dashboard gives you an overview of the site. 

The menu on the left gives you a quick way to navigate around the site administration 

system. 

Log out 

When you have finished what you are doing it is best to logout. 

The site will automatically log you out when all sessions have 

been closed but it is a good practice to log out manually.  

In the top right hand corner of the screen you will see “How are 

you <your username>?”. Click on this and select “Log Out” 
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Creating a simple post 
This document describes how to create a basic post and publish it (or submit it for approval). 

More complex topics are covered in separate documents. This document assumes that you 

will type directly into the website but if you want to copy text from another document such as 

Word please refer to that specific document as well 

Create the post 

From the side menu select the “Posts”-“Add New” option 

 
 

You will now be taken to the post editor page 
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Add a title 

To add a title simply type into the box provided at the top of the page (under “Add a New 

Post” 

Try to keep the post title simple and to the point 

Add some text 

The main body of the post can be added to the larger text box. To add text, simply select the 

box and start typing. The editor has similar functionality to most word processing packages 

and includes a full spell checker. 

Here’s how a simple post might look 

 

Preview 

At anytime you can select the “Preview” 

button (towards top tight hand corner of 

screen) to see how your post would be 

shown on the site once published. This 

gives you a chance to make any 

changes to the layout before publishing 

or submitting the post. 

The preview will open in a separate 

window or tab 

 

Publish or submit 

Once you are happy select the “Submit for Review” button (or “Publish” button if you have a 

higher access level) 

Saving as a draft 

The site also offers the option to save the post as a draft so you can leave it and come back 

to it later. To do this simply press the “Save Draft” button near the top of the screen. The site 

also automatically saves the post as a draft periodically in case you lose connection to the 

site before you submit the post.  
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Copying content from Word 
Often it is convenient to copy existing text from a Word document into the post rather than 

retyping everything. This is supported but users should be aware of a few potential pitfalls 

Copying text 

To copy text from a document simply select it and press “Copy” in the document (this can be 

done through the menu bars or by pressing CTRL-C) 

Right click in the post content box and select “paste” from the menu that is displayed 

The text should be copied and can now be edited 

Please do not attempt to copy images in this way. Images should never be embedded into 

the content area of the post. If you need to add images please refer to the dedicated 

document 

Formatting 

Copying text from Word will often transfer formatting information from the original Word 

document. To maintain the look and feel of the site all posts should follow the formatting 

guidelines set out in the Formatting document. Once the copy has been completed you 

should adjust the formatting of the text if necessary. 

Pasting as text 

Some document formats will contain additional hidden information that can cause problems 

on the web site. If you run into problems with a standard paste use the paste as text option 

by selecting the option button in the tool bar 

 
When moving to “Text” mode you may see the following message. Although this suggests 

that pasting from Word documents will work reliably you may still experience formatting 

issues, and the safest option is to select plain text mode. 
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The posts page 
The posts page allows you to view posts created by you and all users of the site. To select 

the posts page simply click on the “Posts” item in the menu. 

When you have created one or more posts the page will automatically default to showing 

your posts as follows 

 
Various filter and search options are available to allow you to find the posts of interest 

 

If you need to modify or delete a post simply hover over it and select from the options 

 
Select from the available options (not all options will be available on all posts) 

Edit Go to the editor page and make changes 

Quick Edit This brings up a short form editor but only allows you change a limited number of 

things. Generally the full edit is more useful 

Bin Deletes the post (note there is a recycle bin so the post can be recovered if 

necessary) 

Preview Shows the preview of the post 

 


