
  

               Page Editing

Login to amvetsmichigan.org by going to the 
following url (web address):

http://www.amvetsmichigan.org/wp-admin

Your username will be sent to you in the welcoming 
message that the system sends you when your account 
is set up. The welcoming message also contains a link 
that allows you to set your own password. The username 
is not case sensitive, the password IS.
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The Wordpress Login Page
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Wordpress Dashboard

Once you have logged in, you will be in the Dashboard.  The 
menu runs along the left.  The item “Posts”  is a list of all Posts 
on the website. Once you click on “Posts” the screen changes 
to the following display.
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Posts

List of PostsAdd new Post

If you wish add a new Post just click on the “Add New” on the 
menu on the left or at the top. Either one accomplishes the 
same thing. 
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Add new Post

This is the screen that appears when you click “Add New”

The easiest way to add a new post is to create a document in a  word processor 
program such as Word, Office, Libre Office, or Open Office.  Export your 
document as a Pdf.  A Pdf document can then be loaded directly into your new 
post.  The method will be described fully in the next few slides. 
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Add New Post

The lettering in RED will not be there, of course.

After clicking the “Add Media” button, the following screen will appear. 
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Upload Files

Once you click “Upload Files”, you will be in the file structure of your 
computer.  You must select your newly created document.
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File structure of your computer

You must realize that this is the file structure of my computer. It is a Windows 10 machine. Yours will be 
different depending on how you use your computer and, of course, your operating system.

You will notice that the Folders (or directories) run up and down the left side. The contents of the selected 
(highlighted on the left side) folder are shown in the larger viewing area to the right of the folders list. 
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Insert Media Slide 9

Once your file is uploaded, the “Add Media” page will look similar to this.  The check mark 
indicates that the file uploaded successfully.

Once you click on “Insert into post”  you will be returned to the “Add New Post” page, 
where you have two steps left for completion.  The next slide shows you what to do.



  

Preview and Publish

Now it’s time to see how it looks.  

Once your happy and it is published, the only. thing left is logging out of your account.  The 
next slide shows you that.



  

Log Out

To log out just put your mouse over your name in the upper left corner.  A box 
expands with “Log Out” on the bottom of the list.


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11

