Creating your Webpages
Editing links:

Ludlowe- http://fairfieldschools.org/schools/flhs/wp/admin

Warde - http://fairfieldschools.org/schools/fwhs/wp/admin

On your Dashboard you will select the pages you want to edit or add. Club pages will be under Activities
and Staff pages will be under Teacher Pages

To create a new page select: Add New

Teacher Page
Dashboard

At a Ghance To Edit a page you have already created
: : click Teacher Pages
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Give your page a name. This will show in the upper left hand corner of your page. Do not call it
Home Page. If you want the words Home Page to appear there, name it something else and then
Publish the page. After you have published the page go back and change the name to Home Page.

Publish
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http://fairfieldschools.org/schools/flhs/wp/admin
http://fairfieldschools.org/schools/fwhs/wp/admin

Now you can create your page.
Unclick Uncategorized under Categories and then Click on the box next to your name.

Click the box in Your Home Page asking, “Is this page the Home Page?” if you want that page to be
the one that opens when someone clicks on your name under Staff from the school homepage.

The field you see under Title is the main body of your page. If you scroll down you will see 3 more
fields. The first is labeled Title and then Description followed by Title 2 and then Description 2. The
last field is called Links and has been populated with some fake links.

These additional fields will appear on the right hand side of your webpage only if you populate them
with information. There is a live view later in this document which illustrates where these fields
appear and how they will look.

Adding content

If you do not have as many editing tools as shown below, click on the icon labeled with an X. This will
expand your choices. If you hover over an icon a description will appear. If you want to add a picture,
Power Point or Word document you will use the Add Media button.
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Using the Media Library

To add a document, picture, or PowerPoint, place your cursor where you want the object to
appear and click on the Add Media button. This will open your Media Library. You can toggle
between Upload files and Media Library. After you have uploaded the file you want Click on it
so that it appears with a check mark. When you first upload it, it will automatically be
selected. If it is a Word document the text in the Title box will appear on your site. Make sure it
is titled the wav vou want it. Then click Insert into post.

iFrsert Media i Insert Media *

i =-.
. FALCON-FLYER
Chaityropars

e
prd B PrOCedLr e Laet;

L O Oxtober .2014 g

2 B

PPE-Mandatod, MANDATOS

u o BEPALD prits

Haulth 10
Imsterine Daaign
o Puthion Marchasdining
Fuihlon & Dedgs 40
Fadhion & Dedign 30
Baahlmn & Mades 30

1 eefected RGN

o O

At any time you can click preview or View Teacher Page to see what it looks like in the live view.
The next step it to Save your page as a Draft for later revisions or Publish you page and it will

appear on the school site. Then you can Add New Teacher Page to create another page if
desired.

Categosins g 5

B g




Example of live view from View Teacher page.

Your pages will appear where the Music Department Pages appear. However, they only appear
once you have published them. To return to edit the page Click Edit Teacher Page. If you want
to edit a different Published page click on that page from this view and then click on Edit
Teacher Page. Alternatively you can get there from Teacher pages on the Editing page.
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