
Step 1. Log in 

www.yourwebsite.com/wp-admin 

password 

Step 2. Dashboard 

 

 

 

 

 

 

 

 

 

http://www.yourwebsite.com/wp-admin


Step 3. Adding/Editing a Page 
 

3.1  

Select pages from the menu on the left of the page.  

 

 

 

 

 

 

 

 

 

 



3.2 You will now see a selection of the pages from your website.  

To Edit, simple select the page you wish to change.  

To create a New Page, select Add New from the left hand side. 

 

 

3.4 You will now see a text box with which you can edit the main text 

of the page. You can also edit the title of the page (in this example 

the title is 1 million trees) by changing the text in the title box at the 

top. 



 

3.5 To Add a Link to another website. Highlight the text you would 

like to link and select the Link button on the toolbar, as shown 

below. 

 



 

3.6 Next open the website that you want to link to (You will need to 

open a new browser window/tab to do this). Highlight the website 

address as shown below. Right click and select Copy. 

 

 3.7 Next, return to the page you were editing and paste the address 

into the URL link box as shown below. 



 
 

3.8 You can edit the title of the picture by changing the text in the 

box below. When you’re happy, Add Link 

 

3.9 Copying text. To copy text, begin by highlighting the text you 

would like to copy, right click the mouse and select copy as shown 



below 

 

3.10 Next return to the page you’re editing and select the ‘paste 

plain text’ button as shown below.  

 3.11 You will now see a text box. Right click the mouse and select 

‘Paste’ to paste the text you have copied.  



 

3.11 Select ‘Insert’ to put the copied text into your post. By doing this 

you can ensure that your text is unformatted and therefore of 

uniform size to the rest of your post. Once you have done this you 

have successfully copied text to your post. 

 

 



3.12 To Add a Picture to your page click the Add Media button above 

the toolbar as shown below.  

 

3.13 You will be now be prompted to Upload a file. Click choose file 

and it will take you to your computer files. 

 



 

 

 Simply select the picture you would like to upload and click upload. 

You will now be taken to another screen where you can edit the title 

of the picture. Once you are happy with this, select Insert into post. 

 

 

3.14 Once you have done this you have successfully added a picture 

to your post. When you are happy with your page, you can preview 

your page by selecting ‘preview page’ as shown below. 



 

3.15 Publish/update your page. Depending on whether you are 

editing or creating a page you will see the option of ‘update’ or 

‘publish’ on the right hand side of your page, as shown below. Click 

this blue button to publish your page to the website. 

  



Step 4. Editing the Menu 

4.1 once you have successfully edited or created your page, you will 

need to also edit your menu. This is the list of pages displayed on 

your website (e.g about us, 1 million trees, health projects etc.) as 

shown below. 

 

4.2 To access the menu editor. Select ‘Appearance’ from the left 

hand side of the page and then ‘menus’ as shown below. 



 

4.3 To add a page you have created simply select it from the ‘pages’ 

list and select ‘add to menu’ as shown. 

 



 

4.4 You will now see the page appear on the right of this box in the 

menu. Simply drag and drop the new page into the position you 

would like. If you would like this page to appear below another page, 

just drag it to the right of the page you want it to appear below (e.g 

More About The Project.) Once you are happy, select ‘Save Menu’ 

and your new menu will be published online. Notice below how 



‘Ugandan Partners’ is  now visible. 

 

 


