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In this tutorial, you will learn about:

e The WordPress dashboard.

» How to use the dashboard to manage the different areas of your website or blog.

» How to navigate the different sections of the dashboard to access your site’s main
features.

You will also learn some useful “hidden” features of the WordPress dashboard that will help
you to manage and use your WordPress site more effectively.
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Note: For this tutorial, we will assume that you already have a WordPress website set up
and that you know how to log into your site’s admin area.

If you need help logging into WordPress, see this tutorial: How To Log Into WordPress

WordPress Admin vs WordPress Dashboard

The following terms are often used interchangeably in WordPress, but they refer to different
things:

e WordPress Admin — The WordPress admin includes all the pages that allow you to
perform administrative tasks on your site. These pages typically include /wp-admin/ in
their URL.

e WordPress Dashboard — The dashboard is just one screen inside your WordPress
admin area. It's normally the first screen you will see after logging into your site’s
administration area or clicking on the Dashboard item in the admin (i.e., main) menu.
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The WordPress Dashboard.
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When you log into your site’s admin area, every screen that you access in the backend of
your site is part of the WordPress Admin. This includes the WordPress Dashboard, which
is also part of your admin area.

All your website’s management and administration tasks are performed inside the admin
area and can be accessed via your Dashboard and the Admin menu.

Now that you understand the difference, let’s take a look at your WordPress Dashboard.

Your WordPress Dashboard Explained — Useful Information

¢ As you will see shortly, the WordPress Dashboard is divided into various sections.

o Every user on your site has access to their own dashboard.

o The dashboard can be customized to suit your needs and/or preferences and will
display different information, different settings, different features, and different tools
depending on the role and the access privileges you have been assigned (e.g.
administrator, editor, contributor, etc.)

The WordPress Dashboard provides users with access to:

e Control and management of all your site’s settings and options.

o Features that enable you to add, edit, and delete your content, modify, and enhance
your site’s design and functionality, upgrade, or remove plugins and themes, etc.

o System updates and notifications.

o Useful data, information, and “at-a-glance” metrics and reports about the activities
taking place on your site.

e News and announcements from the WordPress community, including WordPress-
related resources and announcements from plugin/theme vendors and developers

(these announcements will only display if you have certain plugins or themes installed
on your site).

Dashboard

At a Glance "

A 4 posts [ 6 Pages

B 20 Comments

WordPress 5.3.2 running Twenty Twenty theme

WordPress Dashboard ‘At a Glance’ section.

In version 3.8, WordPress introduced a completely redesigned administration area.
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WordPress Dashboard design changes.

This redesign was done mostly for aesthetic purposes. It aimed to give WordPress site
administrators and web developers improvements like:

o Cleaner typography for an optimized mobile and desktop viewing experience.
» Easier to read sections and screens.

* More options and ways to customize the look and feel of the site’s administration area.

WordPress is continually evolving and improving, so expect to see changes in design or
functionality when you log into your dashboard as new features are added or new versions
are released.

Note: This can affect WordPress documentation (e.g. tutorial screenshots and videos, etc.)

WordPress Dashboard — Sections

The Dashboard gives users with administrator privileges access to all the features, settings,
options, and controls required to manage your site effectively.
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WordPress Dashboard sections.

The Dashboard is divided into the following sections:

1. Header And Toolbar Section
2. Main Navigation Menu

3. Work Area

4. Footer Section

WordPress Dashboard: Header & Toolbar Section

Header

The header section displays system updates, warnings, and notifications.

For example, you may see system updates and notifications when a new version of
WordPress is released.
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WordPress Dashboard — Version update notification.

You will also get notifications when new features or functionality are added to your site and/or
your dashboard menu.

] 4+ New
@ Dashboard Dashboard
Home
At a Glance " WordPres:
Updates (5
A 4 Posts W 6 Pages Attend an |
B 20 Comments .
£ Word]
Sydne
o Personal Data and Privacy
= SEOF
Sydne
Comments Personal Data Export and Erasure
s Topic
WEW ave De ad W "".-'. I dat S""drIE
Appearance Mew Tools have been added to help you with personal data ¥
export and erasure reguests,
WordPrass
Privacy Policy WordPress,
Create or select your site's privacy policy page under Settings = WordPress.
Privacy to keep your users informed and aware, WPTavern
o Services fo
€3 Dismiss
Meetups 3

Menu notifications.
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Various system updates, messages, banners, announcements, warnings, and notifications
will display in your dashboard depending on the section you are working on, the tasks you
are performing, and any plugins or themes you have installed.

Plugins G Notification Messages

Your Jetpack is almost ready!

Cannect now to enable features be Stats. Likes, |

All

Bulk Acticns |=

I | Flugin deactivated

Dashboard notifications.

Note: The first time you log into your site, you may see a “Welcome to WordPress” message
displayed at the top of your Dashboard, unless your site has been configured otherwise.

Y & mysite BB + New

@ Dashboard Dashboard

Posts

Media Get Started Mext Steps

]
Pages E  write your first blog post
Customize Your Site
Comments 4+ Add an About page

or, change vour thame completely ﬁ* 5et up your homepage
Appearance
=

K Plugins

Welcome to WordPress panel.

Click on the links in the “Get Started” or “Next Step” sections if you want to learn more about
using WordPress or view official WordPress documentation.

To dismiss (hide) the “Welcome” message and prevent it from displaying again the next time
you log in, click on the Dismiss link near the top right-hand corner of the message panel.
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Click to dismiss the Welcome Message.

Note: You will also receive notifications in your dashboard whenever WordPress updates to a
new version.
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WordPress chorin Wordbres 5321

Introducing our most refined user

What's New Credits Freedoms Privacy

Maintenance and Security Releases

Version 5.3.2 addressed 5 bugs. For more information, see the release notes.

i =5 44 |. " l- - L i ' I. i, 25 -
Version 5.3.1 addressed some security issues and fixed 46 bugs. For mare information, see the rel note

5.3 expands and refines the block editor introduced in WordPress 5.0 with a new
block, more intuitive interactions, and improved accessibility. New features in
the editor increase design freedoms, provide additional layout options and style
variations to allow designers complete control over the look of a site. This
release also introduces the Twenty Twenty theme giving the user more design

£l ol 5 1% s
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WordPress version update information.

You can explore the information and links in this panel to learn more about new features and
updates.

To return to the dashboard, select ‘Dashboard’ (or click on Dashboard > Home) in your
admin menu section.
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Dashboard — Home

You can also dismiss the message and return to your main Dashboard by scrolling to the
bottom of your screen and clicking on the Go to Dashboard -> Home link.

functions for unified timezone retrieval and PHP WordPr
interoperability, as well as many bug fixes. the late

Beturn to Dashboard — Updafes | Go to Dashboard — Home

Thank you for creating with WordPress,

Go to Dashboard -> Home

Screen Options Tab

The Screen Options tab is in the top-right corner of the dashboard screen’s header section.

i mysie P + Mew Howdy, Your Name . -

» At a Glance " Quick Draft i
%

. A aposts B 6 Pages Title

'—l . 20 Comments

Screen Options Tab

Clicking on this tab will display different options and features depending on the screen you
are currently working on.
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Screen Options — Edit Post

For example, if you are in the Dashboard, clicking on the Screen Options tab lets you
configure options like hiding or displaying different dashboard information panels.

W & Mysie B + Mew Howdy, Your Mame [l

# Dazhboard

| At a Glance | activity |w] Quick Draft |v] WordPress Events and Mews Welcome

Dashboard

Dashboard Screen Options section expanded.

If you are in the Posts section, clicking on the Screen Options tab allows you to configure
different options, like displaying or hiding information in the Posts Table screen (e.g. tags,
comments, etc.), or specify the number of posts to display per page and other configurable
settings depending on the plugins you have installed on your site.

Columns

| Title Tag (v Author  [v] Categonies  |] Tags  [+) Comments [+] Date  |+] Robots Meta  [v] SEQ  [+] Readability
Pagination

Mumber of items per page: | 20

View Mode

®) List View Excerpt View
Posts

Search Posts

All (4) | Published (4) | Trash (31)

Post Screen Options section.
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Your site may have certain elements hidden from view. This is usually done for one or more
of the following reasons:

» You probably don’t need access to these features.
o To give your site a less “cluttered” look.
e To prevent accidental errors from happening.

If you are searching for a particular feature or element in your admin section and can’t seem
to find it or don’t know where to look for it, try clicking on the Screen Options tab...what
you’re looking for may be hidden or disabled.

To learn more, go here: The WordPress Screen Options Tab

Online Help Section

You can access official WordPress documentation and user community support or help
forums by clicking on the Help tab at the top of your screen, next to the ‘Screen Options’ tab.

Howdy, Your Name [

Crroann CInElome
—.hl'::l \-.I.-'- o 5 e
[

i Quick Draft i

Il 6 Pages Title

Click on the ‘Help’ tab to access WordPress documentation online.

Like the Screen Options tab, the Help tab also displays context-specific information
depending on which section of the admin area you are in.

For example, if you are editing content in the Edit Post screen, clicking on the Help tab will
bring up helpful information related to editing posts.
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# Custemizing This The title field and the big Post Editing Area are fied im place, but you can You can also create posts
5 Zing T
Display reposition all the other boxes using drag and drop. You can also minimize or
expand them by clicking the title bar of each box. Use the Screen Options tab
» Title and Post Editor to unhide more boxes (Excerpt, Send Trackbacks, Custom Fields, Discussion
ﬂJ Aeecting Media Slug, Author) or to choose a 1- or 2-column layout for this screen
nserting Med
]
|_. Publish Settings
Discussion Settin
] Support
Help &
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Edit Post | add new @
s

Help section — Edit Post.

To learn more about a feature or function of WordPress, just click on the Help tab.

WordPress Admin Area: Toolbar

The WordPress Admin Toolbar is located at the very top of your Dashboard screen and
provides you and your logged-in users with access to a range of useful administrative
functions, features, information, and “quick links” to other areas of your site.

@ Dashboard Dashboard \Admln TUUIhar

Home

At a Glance i Quick D
Updates (&

A 507 Posts M 111 Pages Title
A Posts § 20 Comments ¥@ 53 Comments in moderation
‘h Media WordPress 5.3.2 running Twenty Twenty theme Content

WordPress Dashboard Admin Toolbar.

Most Toolbar items can expand to display additional information simply by hovering your
mouse over the toolbar icons.
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“:1'“ o My WordPres

About WordPress

ST Hover Your Mouse
Documentation At a Glance 0 "IJE r T 0 0 | ba r I c 0 ns

Support Forums
PP 2 41 Posts W 12Pages
Feedback

WordPress 4.1.1 running Twenty Eleven theme.

f;','] Media

Akismet has protected your site from 8 spam comments already

M Pages There's nothing in your spam queue at the moment.

B Comments

Hover your mouse over Toolbar icons to display additional information.

For example, hovering over the “updates” icon on the toolbar lets you see what features of
your site like plugins or themes need updating.

# Dashboard 1 WardPress Update, 9 Plugn Updates, 7 Theme Updates

Harme

Dashboard Update Notifications

Admin Toolbar — Update notifications

You can also view things like how many comments in your posts are currently awaiting
moderation, or perform tasks using shortcuts in the toolbar to create new posts or pages or
add new media, links, or users to your site, plus a whole lot more.

= -
P | M B ] e = i
Wy B My WordPress Site

@ Dashboard

Home

Toolbar shortcuts menu.

The toolbar also lets you quickly see how any changes you make to your posts, pages, or
settings will affect how visitors see these on your site. Just hover your mouse over the title of
your website and click Visit Site.
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Tip: To continue working on your site and view your home page as your visitors will see it,
right-click on the Visit Site link and choose either “Open Link In New Tab”, or “Open Link In
New Window” to view the frontend of your site in a separate window in your web browser.

See What Your
At a Glance Visitors See!

Click to visit your site.

If you remain logged into your admin area, the WordPress toolbar will display on your web
browser when you view the “front end” section of your site.

This allows you to easily return to your admin area and continue working on your site without

having to log back in.

Themes

o
crrrnT
Lustomize

My WordPress Site

Add Your Tagline

Tour 1ag
J 5

Click to return to your dashboard.

Header

g

Depending on where you are inside the admin area and what plugins or services you have
installed on your site, you may also see additional information displayed on the toolbar.

‘ress Tutorials Plugin W5 4 nNew * Edit Page SEO

(s

Looking for a conversion focused WordPress plogin that wilfhelp you grow your

email address list faster? In this post we review a“gonverson-focused WordPress
mail list-building plugin called Thrive Leads.

Continue Reading — Additiﬂnal InfU

WordPress Dashboard Admin Toolbar displaying additional info.
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If you are logged in and cannot see the admin toolbar in your dashboard, make sure that you
have enabled it in your “Profile” settings (how to enable/disable the admin toolbar is
explained further below).

77

f My WordPress Site

No
Toolbar
Showing \|

No Admin Toolbar showing.

The “Howdy, User” Section

At the far right-hand side of the Admin Toolbar is the “Howdy, User” section with your
Gravatar image.

Hover your mouse over this section and it will expand to display your name and username
and links that allow you to edit your profile and log out of your site.

Your Name

Edit My Profile

Log Out

The ‘Howdy, User’ section contains links to
your profile.
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How To Enable Your WordPress Admin Toolbar When Viewing Your
Site

Here’s how to enable/disable the admin toolbar:

Click on the “Howdy, Your Name” tab in the top right-hand corner of your dashboard and
select Edit My Profile...

Your Mame

Log Out

Howdy User > Edit My Profile

Check that Show Toolbar when viewing site is enabled (the box should be ticked) in your
Profile screen.

Profile

Personal Options

Visual Editor Disable the visual editor when writing
Admin Color scheme @ Default Light
Comments _

. -"‘4:'1"”.'*"’*"'1!' Enable Toolbar Ectoplasm Midn
* Plugins @ _ - -

Users

Keyboard Shortcuts Enable keyboard shortcuts for comment

your Profile
Toolbar Show Toolbar when viewing site

# Tools

User Profile screen — Enable Toolbar checkbox

Click the Update Profile button at the bottom of your screen to save your changes.
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Add Mew
Exclude user from Auj
Your Profile sitemap

Tools

Bl Settings

Update Profile

SEO

WPTrainMe

Click to update your profile settings.

You should now be able to see the WordPress Toolbar displayed at the top of your screen
whenever you log into your site.

Toolbar My WordPress Site
Enabled

K

WordPress Admin Toolbar visible.

WordPress Admin Section: Navigation Menu

On the left-hand side of your Dashboard is the main navigation menu. This menu contains
links to all your site’s features, settings, and administrative areas.
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ﬁ Dashboard Dash boa rd
Home
At a Glance
Updates 3
A 41 Posts [l 12
Posts WordPress 4.1.1 running Twenty Eleven theme.
| Media _ o
AKismet has protected your site from &8 spam comn
Pages There's nothing in your spam queue at the momen
Comments
Activity

Appearance
Recently Published

Plugins &

Feb 13th, 3:33 pm Healthy Lunch Recipes
Users
Feb 13th, 3:31 pm Cheesy Recipes
Tools Feb 13th, 12:31 pm Winter Soup Recipes
Settings Feb 13th, 12:29 pm Summer Salad Recipes
Feb 13th, 12:12 pm Beetroot Recipes
€2 SEO
£ WPTrainMe
. WordPress
Collapse menu .
Admin Menu

The main WordPress admin menu.

What users will see inside the Dashboard area when they are logged in will depend on what
role and capabilities they have been assigned and how the site administrator has configured
settings and options for different features.

You must be an administrator of the site to access all dashboard features, functions, settings,
and capabilities.
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Role | Administrator -
Administrator N
Subscriber

First Name Contributor
Author
Editor
Last Name — Mo role for this site —

User Roles give users different capabilities and can limit their access to
site features.

Users assigned roles other than “Administrator” (e.g. Editor, Subscriber, Contributor, Author,
etc.) have access to fewer menu options inside their dashboard.

WY

& MyWordPressSite <3 I 4+ New Edltﬂf

@ Dashboard / Subscriber

Home #i My WordPress Site I 4+ New
Lipdats

Dashboard
#* Posts

A Posts 1 My WordPress Site
0 ia

41 Media
<1 Media
P Links _ @ Dashboard
# Links

| FPages o Profile

o

Pages

Comments
Comments
A Appearance i
Profile

i* Plugins @

* Tools
Users

Tools

Bl Settings

Administrator

Different user roles get assigned different capabilities, options, and access
privileges inside their dashboard.

Regardless of the role assigned to a user, some features of the menu like “Collapse menu”
remain accessible to all users.

Click the Collapse menu button at the bottom of the navigation menu.
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Click Here To
Collapse Menu

WPTrainMe

Click to collapse menu.

And the admin menu will shrink and collapse into a narrow strip with icons displaying for all
items instead.

Dashboard
At a Glance

o 41 Posts

WordPress 4.1.1 running Ty

Akismet has protected you

There's nothing in your spa3

Activity

Recently Published

Cabh 4%h 372
e 1ath, 3:.23 pm

(5]

m
- |
L
A
2!

S,

m

0 13th, 12:12 pm

m

Collapsed Menu

Dashboard with collapsed menu.
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This menu feature is useful if you want more space to work in your admin area or if you are
working within a smaller window frame.

If you are working with the collapsed menu and are not sure what the icons mean, just click
on the bottom icon to expand all menu items or hover over the icon to display its submenus.

# My WordPress Site €3 3

ay @& MyWordPresssite £33 B +

i Collapse The Menu Dashboard
Home Into A Set Of Icons § PE—
\ -
Posts ardP 4 running T
] Media
Pages Ur Spg
Comments
Activity

Appearance

Recently Published

b Plugins @
Users

 Tools

il Settings

SEC

WPTrainMe

™
Click To Expand
Menu Items

Collapse the menu to display menu icons or expand to view full menu items.

If you hover over a menu item, a submenu will fly out.

Hover Your Mouse
Over Menu ltems
¥ Appearance To FWUUT Submenus!

Menu items fly out if you hover over them with your mouse.

Comments

To “stick” submenus into your main menu bar while you are working, click on a menu item.
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e Click Menu Item
To Add Submenus
To Menu Bar

Click menu item to add submenus to menu bar.

Each of the features of the main WordPress menu is covered in separate tutorials.

WordPress Admin Section: Working Area

The large section in the middle of your admin screen is your main working area. Here, you
can do things like:

Access all of your site’s information and do all of your admin work,

View different screens and configure settings and options for different sections,
Create, edit and delete posts, pages, and other types of content

Upload media to your site, edit media, etc.

View, install, update, and configure plugins and themes,

etc.

When you log into your admin area, the Dashboard displays several panels containing
information about various activities taking place on your site, including news, updates, and
announcements from different WordPress-related resources.
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A Posts B 20 Comments

n.] Media
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Recently Published
Appearance
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Recent Comments = WordPress Beginners Night Wednesday, Feb 26
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r Rerum rerum exceplun aut

=, " £ SEQ For Beginners Wednesday, Mar 25
Odit quas sint lavdantrmbodi laudantium !

x s 3 Sydney, Australia 2020
quidemn earumiDucimus inTempora dolor placeat 500 pry
ullamEligendi est aut act Et maiores sint
voluptatern quos eos. sls  Topic TBC ednesday, Apr 26,
Sydmey, Australia 2020
B0 P
L ] Ay

& m o

consequatur WordPress.ong blog: Pop-Up Livestream on February 2

WordPress Dashboard Working Area.
Occasionally, you may even find that new panels get added to your WordPress dashboard.

For example, in version 4.8, WordPress added a new dashboard panel that displays nearby
WordCamps and local WordPress Meetups in your area.
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= Developers: TBD

Pawtucket, R, USA

WordPress 4.8 Bata 2

Matt: Profile of Anker

WordPress Events and News
Attend an upcoming event near Cambridge. &*

E_) WordCamp Portland, Maine USA

Portsmouth, NH, USA

== Topic TBD But It Will Be Awesomae!

HeroPress: My Life, Dasigned by WordPress!

Meetups [ WordCamps [ MNews @

Friday, May 26, 2017
Thursday, Jun 8, 2017
6:30 pm

Tuesday, Jun 13, 2017
6:00 pm

WordPress
Events

WPTavern: WordPress 4.8 Improves Accessibility on Admin Screens

As your site grows with more content and functionality (e.g. adding e-commerce or a support
helpdesk) and more visitors begin interacting with your site, you may find that your working

area can start to look busy.

WordPress Events and News
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WordPress
Dashboard
Work Area

Your Working Area can display a lot of information and reports about your site.

Fortunately, you can “tidy up” and declutter your WordPress dashboard by hiding,
minimizing, and reorganizing the layout of your information panels.

For a quick and easy tutorial on how to customize your WordPress Dashboard, go here: Ho
To Customize Your WordPress Dashboard

WordPress Administration Section: Footer
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The footer section is located at the bottom of your admin screen and displays links to the
WordPress website and your site’s current version of the WordPress software.

Similigue est magni sint in possimus praesentium Meetups 3
qui. Nesciunt vel ex placeat nihil. Ut tempore
dolorem soluta id repudiandae wre...

WordCamps ' MNews &

WordPress Dashboard
\ Vine (0 Pending () Approred (20 Footer Section

Spam (0) Trash (0 / \

hank you for creating with WordPress. Version 5.

WordPress Dashboard Footer section.

Note: You may not see this information if your dashboard has been customized.

Congratulations! Now you know how to navigate around your WordPress dashboard and all

the important admin sections you need to know to use your site effectively.
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i'_\. & My WordPress Site o9 9

@ Dashboard Dashboard
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The WordPress Dashboard

*k%k

Updated: April 8th, 2023

27/28



28/28



