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How To Create A Post In WordPress — Pt. 1

de New

In this two-part tutorial, you will learn how to create a new post in WordPress.
This tutorial covers the following:

o Creating an effective Post in WordPress

o About WordPress Posts

o Types of content you can publish

o Post features

e Adding content to Posts — Guidelines

e Post saving options

e How to post content — Quick summary of steps

This tutorial shows you how to create a post using the WordPress Classic Editor.

We also have a tutorial that shows you how to create posts using the WordPress Block
Editor.

*k%k

Creating An Effective Post In WordPress

Creating an effective post requires:

1/39


https://wptrainingmanual.com/wordpress-tutorials/create-wordpress-post-1/
https://wptrainingmanual.com/wordpress-tutorials/wordpress-classic-editor/
https://wptrainingmanual.com/wordpress-tutorials/block-editor/

o A content marketing strategy,
» Effective content planning, and
e Knowing how to use your WordPress site.
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What you need to know to create an effective post in WordPress.
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If your WordPress site’s settings have been properly configured, publishing content on a
regular basis will help drive more visitors to your website or blog and turn it into a powerful
information publishing and marketing tool for your business.

This tutorial series takes you step-by-step through the post-creation process. For best
results, we recommend that you also learn how to plan and market your online content
effectively and master using all the features of the WordPress CMS.

To learn more about effective content planning, we recommend subscribing to our web
content creation course.

To learn about all the features of the WordPress CMS involved in creating and publishing
content, refer to our other WordPress tutorials.

To learn how to convert a post to a page in WordPress, see this tutorial: How To Convert
WordPress Posts Into WordPress Pages And Vice Versa

*k%

The more familiar you become with the content creation process and how WordPress works,
the more you will discover just how easy WordPress makes publishing content.

In fact, once you master this process, getting better results online with your WordPress site
will become as intuitive and easy as 1-2-3:

1. Think...
2. Write...
3. Publish!
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WordPress:
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3. Publish!

Think, Write, Publish!

Once you know what to write about (following your content plan), the next step is to create or
write your content (or have someone else create or write it for you), and then publish it on
your website or blog.

WordPress makes this easy using Posts.

About WordPress Posts

The two main formats for publishing content in WordPress are Posts and Pages.

We explain the differences between Posts and Pages in this tutorial: Understanding The
Difference Between WordPress Posts vs WordPress Pages

Posts are the content type that you will mostly use for writing and publishing new content on
your site.
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My Site

My WordPress Site

Contact Us About Us

Cooking Recipes ~ Travel Destination

Sleep & Grow Rich

April 25, 2020 by Your Name

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Duis
rhoncus mattis est. Vestibulum
tincidunt tincidunt tempor. Donec
nec erat ipsum. Cras elit odio,
viverra nec sapien quis, cursus
imperdiet nisl. Quisque feugiat
augue ipsum, sit amet cursus nisi
porttitor a. In mollis, nisl tempus
dictum blandit, quamn nulla posuere
diam, ut feugiat nisi elit non diam.
Praesent tempus risus sit amet luctus blandit. Donec auctor ullamcorper nisl. Ut mattis, nisl
at hendrerit lacinia, ante nisl tempus ante, vitae luctus dolor dui consectetur felis. Nam
luctus turpis turpis, sit amet egestas dui eleifend a. Nulla sed semper leo. Donec nec
placerat diam. Donec porttitor magna quis nunc tempaor, sit amet aliquam risus gravida.
Nam nec lorem ut felis tempus faucibus vel vitae odio.

Donec non sem mi. Donec consectetur sodales eros, ac dapibus nunc consectetur quis.
Suspendisse non rutrum felis, ac efficitur sem. Donec at turpis sollicitudin, semper tellus
vel, porttitor dolor. Cras et magna eu ipsum pretium auctor. In commodo ligula quis ante
pretium, non aliquet risus molestie. Donec eu nulla arcu. Phasellus ornare porttitor nisl, sit
amet facilisis lorem suscipit eu. Nam sed quam ac nisi volutpat porta. Integer aliquam
turpis id metus euismeod, in convallis mi facilisis. Morbi sed lacinia justo. Morbi iaculis
volutpat dolor, a elementum orci sollicitudin at. Maecenas consectetur augue id orci
dignissim mollis. Donec vel nisi nec mi efficitur pharetra. In pretium diam id leo elementum
blandit.

Nunc quis lectus dictum justo efficitur cursus non ut dolor. Phasellus pretium ante magna,
porta finibus diam vestibulum id. Nulla urna orci, ullamcorper quis commodo in, lacreet vel
dui. Quisque semper elit quis metus scelerisque tempus. Donec feugiat, felis eu sodales
porttitor, lectus quam cursus mi, vitae sollicitudin ante lorem non nibh. Pellentesque
habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Aliquam
erat volutpat.

Hi... 'm Bob!

Search ...

Recent Posts

Sleep & Grow Rich
My New Post
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Aspernatur
reprehenderit impedit
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Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia curae;
Suspendisse potenti. Nam eleifend neque vitae odio sollicitudin semper. Praesent eget
tortor nisi. Sed eget viverra tortor, eu luctus tortor. Suspendisse tincidunt ut nibh vitae

efficitur. Nam porttitor a arcu at tempor. Vivamus ligula libero, bibendum vel laoreet vitae,

dapibus et nibh. Cras eget odio ac lorem aliquet fermentum. Proin aliqguam eros quis felis
tincidunt, id aliquam lacus ullamcorper. Nulla pretium rutrum lorem vitae semper. Fusce
dignissim viverra diam, vitae dignissim nunc suscipit eu. Vestibulum ante ipsum primis in
faucibus orci luctus et ultrices posuere cubilia curae; Vivamus egestas nulla eu nisi
condimentum volutpat.

Nulla mattis purus at tellus gravida, eget vehicula est imperdiet. Duis hendrerit tristique
ligula quis congue. Praesent sed mattis risus. Morbi id mattis arcu. Duis eu pharetra diam.
Vestibulum scelerisque urna sed eros consectetur, non finibus lacus feugiat. Duis volutpat
dolor id elit molestie consectetur vitae ut massa. Sed eget velit eget lectus rhoncus blandit
nec et metus. Morbi sit amet metus nec elit luctus varius porta nec tellus. Pellentesque
interdum lectus a lorem luctus finibus. Maecenas ornare nunc tortor.
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Post Comment
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Log out

Entries feed
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WordPress.org

A WordPress Post.

How To Create A New Post In WordPress — Step-By-Step Guide

Follow the steps below to create a new post in WordPress post:

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

Log into your WordPress admin section, then go to the main navigation menu and select
Posts > Add New.
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All Posts

07 Media

) Pages Categories

Tags
¥ Comments

Posts > Add New

This creates a new Post in the Add New Post screen.

Excorpt

Austhar

Add New Post screen.

You can also create a new post from the ‘+ New’ menu in your Dashboard Admin Toolbar.
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Dashboaro

Activity

Recently Published

Let’s create a new post...

Add a title and content to your post by either typing or pasting it into the Post Title field and
content editor areas.

) @& MySite Howdy, Your Name [l

. - -
@ Dashboard Add New Post / POSt Tltle

Posts . .
L Add Your Post Title Here Publish .
- Permalink: hitps/mywi.site/uncateqorized/add- your-post-title-here; l £t
Add New
Tex
T e
B I EE®Z = =& = =
O Media w — AvE Q@ QE B D e
W Pag
L 5 This is where vou type in your content.
# Appearance You can easily format text in the WordPress editor, like make words bold or italicized. Format &
K Plugins You can create bullet points too, like this: ® A standard
 Users " 2 i
= + I'm abullet point. - Pﬂst Content
& Tools + I'm another bullet point.
* I'm another bullet point.
B Settings Quote
You can also easily add colored text and add hyperlinks to vour content. nk
tatus

(<]

Excerpt -

Excerpts are optional hand-craf

t that can be used in your theme. Learn more about manual excerpts

Author .

Cat Care it

Your Mame (mywpsite) w + Add Mew Category

Add New Post screen — Post Title and Post Content.
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When working on Posts, the content editor will look different depending on which type of
editor you are using.

WordPress offers two different content editors:

1. WordPress Classic Editor — This includes both a Visual Editor (add and format text
using clickable menu buttons) and an HTML Editor (add text only with HTML tags). To
learn how to use the WordPress Classic content editor, go here: How To Use The
WordPress Classic Editor

2. WordPress Gutenberg Editor — This is a ‘block-based’ content editor. To learn how to
use the WordPress Gutenberg editor, go here: How To Use The WordPress Block
Editor

In the tutorial below, you will learn about the types of content you can add to posts in
WordPress and how to create, edit, and publish content in posts using the WordPress
Classic Editor.

Types Of Content You Can Add To WordPress Posts

WordPress lets you go well beyond adding content containing simple text and images only.
You can also add media-rich content like videos, audio recordings (e.g. podcasts),
downloadable files, slide presentations, animated images, interactive charts, and just about
anything else you can think of sharing online to your posts.

Let’'s explore some of the different types of content you can add to posts in WordPress:

Text-Based Content

You can add plain, formatted, and/or hyperlinked text to posts in a variety of fonts and styles.
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Type, Paste In,
And Format Your
Content Here!

This iz where vou type in your content.
You can easily format text in the WordPress editor, like make words bold or italicized.
You can create bullet points too, like this:

* I'm a bullet point.
s I'm another bullet point.
s I'm another bullet point.

You can also easily add colored text and add hyperlinks to vour content.

P
‘Word count: 56

Text

2

Draft saved at 9:13:19 am.

Type, paste in, and format your content in the WordPress Visual Content Editor.

The WordPress WYSIWYG (What You See Is What You Get) Editor lets you format and style

your text as you go.

07 Add Media

Paragraph B I = £ 6 = =

S (2]

f

Use The Menu Buttons
In The Visual Editor Tab
To Format Text

This is where vou type in vour content.
You can easily format text in the WordPress editor, like make words bold or italicized.
You can create bullet points too, like this:

¢ I'm a bullet point.
s I'm another bullet point.
» I'm another bullet point.

You can also easily add colored text and add hyperlinks to your content.

p

Xt

‘Word count: 56

Draft saved at %:15%:19 am.

Use the WordPress Visual Content Editor menu buttons to format your text.

Depending on how your site’s settings have been configured and what plugins are installed
on your site, you may be able to add SEO “meta” text into your posts (and pages) for better
search engine indexing.

For example, with an SEO plugin installed, you can add and edit your post titles, keywords,
and the post descriptions that will display in search results, custom post excerpts, etc.

11/39



SmartCrawl = ®

seo (8  reapsswny @)  Apvanced

— Meta Content

Sleep & Grow Rich - Make Money Online
https:fimywp.site/uncategorized/sleep-grow-rich/
Lorem ipsum dolor sit amet, make money consectetur adipiscing elit. Duis rhoncus mattis est. Vestibulum tincidunt tincidunt

por. Donec nec erat ipsum

A preview of how your title and meta will appear in Google Search.

Your title is 37 characters in length. The recommended minimum length is 50 characters so you maya@ant to consider adding a few words.

# EDITMETA
SEO Analysis  REFRESH
You have 6 SEO recommendations. We recommend you satisfy as many improvements as possible to ensure your content gets found.

Title is shorter than 50 characters v

Slug has no keywords v

Image alts have no keywords v

Keyword density is less than 2% v

First paragraph has no keywords v

Subheadings have no keywords v
@ There are some focus keywords v
@ Focus to the point v
© Title contains keywords v
@ Meta description contains keywords v
@ Description has a good length v
@ Keywords have not been used before v
@ Contentis greater than 300 words v
© 1 link discovered v

Excerpt / POSt EXCBITH
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Lorem ipsum dolor sit amet, make money consectetur adipiscing elit. Duis rhoncus mattis est. Vestibulum tincidunt tincidunt tempor. Donec nec erat ipsum.

Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn mare about manual excerpts.

Use an SEO plugin and the Post Excerpt field to improve your post’s SEO.

e To learn how to create post excerpts in WordPress, go here: How To Use WordPress
Post Excerpts

e To learn more about WordPress plugins, how they work, and what they do, see this
tutorial: WordPress Plugins Explained

Media-Based Content

You can also easily add or embed media content into WordPress Posts (and Pages), such as
videos, audio files, downloadable/shareable documents (e.g. PDF reports), images (photos,
logos, graphics, banners, infographics, flowcharts, diagrams, interactive charts, etc., and
more.

voluptatem
Get Paid For Doing Nothing occaecati
Munc quis lectus dictum justo efficitur cursus non ut dolor. Phasellus pretium ante
magna, porta finibus diam vestibulum id. Nulla urna orci, ullamcorper quis commodo in,
laoreet vel dui. Quisque semper elit quis metus scelerisque tempus. Donec feugiat, felis eu
sodales porttitor, lectus quam cursus mi, vitae sollicitudin ante lorem non nibh.

Recent Col

Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis

egestas. Aliquam erat volutpat.
Prof. Cristop

Morissette Ji
Aspernatur
reprehendef
eius nihil
Rafaela Kuh
Aspernatur
reprehendet
eius nihil
Skylar Frami
Aspernatur
reprehendef
eius nihil
Karlie Herm
consectetur
necessitatib
voluptatem
occaecati

Mrs. Cynthig
Modi et eum
necessitatib

Add Media To Your Post Content

Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia curae;

You can easily add media (e.g. videos) to your post content in WordPress.
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To learn how to add media to WordPress Posts and Pages, go here: How To Add Media To
WordPress

Scripts & Code

WordPress also lets you add complex or dynamic content elements such as banner ads,
charts, tables, and multi-column objects directly into your posts and pages using scripts and
code (e.g. JavaScript), shortcodes, and plugins.

Recent Pg
Free Money-Making Script
) ) . Add Your P
Donec non sem mi. Donec consectetur sodales eros, ac dapibus nunc consectetur quis.
Suspendisse non rutrum felis, ac efficitur sem. Donec at turpis sollicitudin, semper tellus Sleep & Grg
vel, porttitor dolor. Cras et magna eu ipsum pretium auctor. In commodo ligula quis ante My New Po
pretium, non aliquet risus molestie. Donec eu nulla arcu. Add Sl:ripts Tﬂ POStS Rerum reru
. aut aliquid
[shortcode] -— USIﬂg Shortcodes Nam conse
necessitatil
Phasellus ornare porttitor nisl, sit amet facilisis lorem suscipit eu. Nam sed quam ac nisi voluptatem
volutpat porta. Integer aliquam turpis id metus euismod, in convallis mi facilisis. Morbi sed occaecati
lacinia justo. Morbi iaculis volutpat dolor, a elementum orci sollicitudin at. Maecenas
consectetur augue id orci dignissim mollis. Donec vel nisi nec mi efficitur pharetra. In
pretium diam id leo elementum blandit.

Add scripts to your posts using shortcodes.

Adding scripts to posts can be useful for managing content from an external application or
remote site (e.g. managing advertising banners, subscription forms, redirection links, etc.).

You can also add scripts and codes to WordPress posts by inserting the code or script
directly into your site’s file templates, although this will require having technical knowledge
and skills editing code in template files or using plugins that allow you to insert code into your
files.

To learn more about adding scripts or code to WordPress Posts, see these tutorials:

e How To Add Code To WordPress Posts & Pages
o WordPress Block Editor: Code Block

Now that you know what types of content you can add to posts in WordPress, let’'s explore
the WordPress Post screen’s options and features.

WordPress Post Screen — Options, Features, And Content Editor

WordPress will display different ‘Post’ screens depending on what you plan to do.
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For example, if you plan to create a new post, you will work inside the ‘Add New Post’

screen. If you plan to edit an existing post, you will be presented with the ‘Edit Post’ screen.

Both screens contain similar options, settings, functions, and features, but with slight
differences to accommodate your purpose and workflow.

Let’s start with the main features so you can better understand how to work with posts in
WordPress.

WordPress Post Features

The Post Screen contains several sections that allow you to modify and manage different
post elements.

These sections include:

. Post Title

. Post Content Editor

. Post Publishing

. Post Format

. Post Categories

. Post Tag

. Featured Image

. Additional Post Functions

0 NOo O WwWDN -
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Just for comparison, here is the WordPress Add New Post screen using the Gutenberg block

Media
Pages

Comments

Appearance
Plugins
Users

Tools
Settings
Users

Tools

Settings

L 4+ New

Add New Post

Add title

h B I EEGE == & EH

« - AvEB QO Q=® )

Nord count: 0
Excerpt
Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more about manual excerpt
Author

Your Name [mywpsite) w

o for Press

Howdy, Your Name [Jli

Publish "

Format "

® A standard

Aside

Categories i

All Categories  Most Used

Cat Care X

+ Add New Category

Tags "

Choose from the most used tag
Featured image "
set featured image @

? Status: Draft Edit
<® Visibility: Public Eciit
fill] Publish immediately Edit

N0

Let’s learn how to use all the sections of the Add New Post screen (WordPress Classic Editor)

editor...
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N & mysite O3 B + New Howdy, Your Name [l

@ Dashboard @ =) ® Erd Save Draft n
@ wemu DEV @

Document Block X
f Posts

Status & visibility ~

Add The Title Of Your Post
Here

[ stick to the top of the blog
D Pendir avie
Pages Thi T S .
his section is where you add your content.
Author Your Name w
Comments
You can add formatted text like bold and italicized words using the ) -
Appearance ~ i Categories
WordPress editor.
& Plugins 2 Tags %
Users « You can also add bullet point text like this...
. ~
Tools e And this... Featured image
- o And this..
settings
Set featured image
®) Snapshot Also, hyperlinked text
FakerPress
Colored text...
Excerpt v
And so much morel! @ Discussion v
Post Attributes hd

An example of the WordPress Post screen using the WordPress Gutenberg block editor.

1 - Post Title

This section contains a text field where you type or paste in your post title.

Add New Post Post Title

: Add The Title Of Your Post Here -

34 characters left

Permalink: hitps://mywp.site/uncategorized/add-the-title-of-your-post-here/

Add New Post — Post Title field.

Please note:
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¢ You can use words, numbers, and symbols (e.g. hyphen, vertical pipe, comma,
question mark, exclamation mark, etc.) in your post title.

o Choose a unique title for each post that you create. Using identical post titles can
cause issues.

» WordPress will automatically remove common symbols like commas, apostrophes,
quote marks, and hyphens from the “post slug” to display a valid URL for your post.
Your post title will still display these symbols on the page to your readers, but they

won’t appear in the post URL.

8 mywp.site/business/easy-as-1-2-3-to-123-lets-see-100pm/

My Site \Characters Display In Post Titles
But Are Removed From Post URLs

My WordPress Site

Contact Us About Us Page A Pags B Cooking Recipes ~ Travel Destination

“‘Easy As 1-2-3, & =To 1|2|3?" Let's See
@ 1:00pm!

WordPress removes symbols from Post Titles in the Post Slug (Post URL).

2 — Post Content Editor

The large, blank area of the WordPress post editor screen is where you type or add in your
content.

Q7 Add Media

Paragraph vB I = = & = = = & =B
w“ - AvE O QES )

This is where vou type in yvour content.

You can easilv format text in the WordPress editor, like make words bold or italicized.

You can create bullet points too, like this: \

s I'm a bullet point.

¢ I'm another bullet point.
e I'm another bullet point. /

You can also easily add colored text and add hyperlinks to vour content.

Post Content

A

WordPress Post editor screen with sample formatted text — Classic Editor

3 — Post Publishing
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This section is where you set your post status and visibility settings, set the publishing date,
and browse your post revisions.

Publish (o)

Preview Changes

? Status: Published Edit
@& Visibility: Public Edit
'G) Revisions: 7 Browse

m Published on: Apr 25, 2020 at 08:46 Edit

Move to Trash Update

Use the Post Publish section to set post status, visibility, and publish date.
Post Status

e Published — Published posts can be viewed online by your site visitors either publicly
or privately (see “Post Visibility Settings” section below).

o Draft — A draft post is not visible to your site visitors or registered site users (unless
they are an administrator of your site).

e Pending Review — A post marked as pending review is like a draft post but needs to
be reviewed and approved for publishing by a registered site user with Editor
permissions.

To learn more about using Post Revisions in WordPress, see this tutorial: How To Use
WordPress Autosave And Post Revisions
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To learn more about user roles, permissions, and privileges and how to assign these in
WordPress, see this tutorial: How To Manage WordPress Users

Post Preview

The Publish section also includes a Preview button that lets you preview your post content
before your post goes live.

Publish A

Save Draft l [ Preview

? Status: Draft Edit
@& Visibility: Public Edit
G) Revisions: 7 Browse

m Publish on: Apr 25, 2020 at 08:46 Edit

Move to Trash Publish

Post Preview button.

Post Visibility Settings

You can set different visibility settings for your posts.

20/39


https://wptrainingmanual.com/wordpress-tutorials/users/

Publish A

Preview Changes

? Status: Published Edit

‘@ Visibility: Public Edit

@ Revisions: 7 Browse

m Published on: Apr 25, 2020 at 08:46 Edit

Move to Trash Update

Post Visibility settings.

e Public — Setting a post to Public makes it visible to all website visitors after your post
has been published.

o Password protected — Password-protecting a post makes your post content
accessible only to users who have the password.

e Private — a Private post is only visible to you (if you are the site administrator) and/or
other logged-in users with either an ‘Editor’ or ‘Administrator’ user role and
permissions. You must be logged in to view a private post.

Additional settings in the Publish section allow you to edit post publishing dates (for example,
you can schedule the post to be published at a later date), copy your post to a new draft, or
delete your post by moving it to the trash.

Save Post Status
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WordPress will autosave your post at regular intervals to ensure that your work is not lost
(see the “Saving WordPress Posts” section of this tutorial), but you can also save your post
manually without publishing.

Note: If your post has not been published yet, then either...

A Save Draft button will display in the Publish section if the post status is set to Draft.

Publish A

Save Draft l [ Preview

? Status: Draft Edit
@& Visibility: Public Edit
@ Revisions: 7 Browse

m Publish on: Apr 25, 2020 at 08:46 Edit

Move to Trash Publish

Save Draft button.

Or Save as Pending, if the post status is set to Pending Review.

22/39



Publish A

Save as Pending [ Preview

? Status: Pending Review Edit
& Visibility: Public Edit
@ Revisions: 7 Browse

m Publish on: Apr 25, 2020 at 08:46 Edit

Move to Trash Publish

Save as Pending button.

Click the button to save your post manually without publishing.

Publish Post Status
Click the Publish button to publish your post.
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Publish A

Save Draft

[ Preview l

? Status: Draft Edit
@& Visibility: Public Edit
'G) Revisions: 7 Browse

m Publish on: Apr 25, 2020 at 08:46 Edit

Move to Trash Publish

Publish Post button.

You can also edit when your posts get published. Click the Edit link above the Publish
button and next to the ‘Publish immediately’ section, then specify the date and time to
publish your post in the settings, and click OK.
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Publish A

Save Draft

[ Preview l

? Status: Draft Edit

@ Visibility: Public |Edit

'G) Revisions: 7 Browse

i1 Publish on: Apr 25, 2020 at 08:46

e

04-Apr Vv || 25 ] [ 2020 ] at

OK \ Cancel
Move to Trash Publish

You can set the date and time to publish your post.

For a step-by-step tutorial on how to schedule your posts in WordPress, go here: How To
Schedule Posts In WordPress

4 — Post Format
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Some WordPress Themes allow you to display your post in different layouts using Post
Formats.

Format A

® ,‘* Standard

Aside
Image
Video
Quote

Link

ONOCHORONONG®

Status

Post Formats section.

To learn more about using WordPress post formats, see this tutorial: WordPress Post
Formats Explained

5 — Post Categories

Post categories help you classify your site’s posts into related topics and keep your content
organized for your site visitors and users.
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Categories A

All Categories Most Used

2 Business

: Accommodation
: Air Fares

: Budget Travel
: Category

: Pets

D Bird Care .

+ Add New Category

Post Categories section.

Assigning your posts to a category allows your readers to easily search, find, and browse all
posts published under that topic.

You can select one or more categories while creating or editing your post or add a new post
category as you work.

To add a new category while composing or editing a post, click the + Add New Category
link.
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Categories

All Categories Most Used

D Cats

Cat Care
Cat Toys
Cat Training

D Dogs

Dog Care
Dog Toys
Dog Training

+ Add New Category

You can add a new category while creating or editing your post.

You can also manage all your categories by selecting Posts > Categories from the main

dashboard menu.
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Recently Published

All Posts

O3 Media Add New

M Pages
Tags
% Comments

Posts > Categories menu.

To learn more about using post categories in WordPress, go here: How To Use WordPress
Post Categories

6 — Post Tags

Tags are like index entries for your content and allow you to organize your posts with more
granular detail.

Accommodation antarctica antarctica trip
budget travel business chair hire sydney cheap
accommaodation cheap holiday cheap travel
corporate marquee hire cruise Cruises destination
Destinations discounted airfare Family Greece
HC'|IEja}" holidays hotel Hotels industrial
margquee hire italy kindle ebooks travel
Lanzarote leisure limited budget marguee hire
margquees NatUre party marquee hire Dd SSpC}fT

Resort rome Spain Tour Tourism trave |
travel books travel deals travel

ebook travel guides
vacation vacations wedding marquee hire

Post Tags.

WordPress groups posts with identical tags together. This allows your site visitors to find
posts with related content.

Your active WordPress theme controls where posts display on your site and their formatting
or style. Depending on your theme, tags may or may not appear in your post.
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For example, many WordPress themes display tags at the end of the post...

Things to do in Florence in a Day

Tags

Bucker List of 6 Amazing Northern Italy Views

Italian Adapters, Converters & Voltage (AKA: The Flat Tron Dilemma)

IO—DQ}__-‘ Northern Itzll}_-* IL‘iI’lCl‘:-]l‘}_-*

Scptcmbcr 7_4t|1, 2017 | (I;itcguricri: [’.umpv, Jr;l]_\: TRAVEL | 'I‘;ig::: (','11'_\' Bucker Lists, Florence, 'Travel Bucker Lists, 'I'usc;m_\'

Love it? Share Ir.

Related Posts

This theme displays its tags section at the end of the post. (Source: bucketlistjiourney.net)

...while other themes may display tags at the top of the post (or both the top and the bottom
of the post). Again, this all depends on which WordPress theme you are using for your site.

Amateur Tr

10 Free or Cheap Things to do in Chicago

by Matthew Caracciolo

Tags
categories: USA Travel /

Itag-s: article, budget travel, chicago, illinois I

| Add comments

You've got a weekend planned in the Windy City, but you're already counting the cost. Museums,
tours, and restaurants are all enticing and often rewarding experiences but can add up quickly. Here
are some ways to enjoy the city without handing over your wallet.

This WordPress theme displays its tags section at the top of the post. (Source: amateurtraveler.com)

You can add new tags to your posts by typing in keywords separated by commas into the
‘Tags’ section or choosing from a list of your most used tags. After entering your comma-
separated tags, click the Add button to tag your post.
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Tags

Boston travel, Boston hot
{r

Separate tags with commas
budget travel
cheap accommodation
cheap holiday cheap travel
discounted airfare hotel
Hotals limited budget

Tour travel deals

Choose from the most used tags

Add tags to your posts.

For more details on how to use post tags in WordPress, see this tutorial: How To Use
WordPress Post Tags

7 — Featured Image

Your active WordPress theme also controls how featured images or post thumbnails display
on your posts.

If your WordPress theme supports Post Thumbnails (most do), then the ‘Featured Image’
module should be visible in the Post Edit screen.
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Featured image A

Click the image to edit or update

Remove featured image

Featured Image section.

If you can’t see the Featured Image section in your Post Edit sidebar options, make sure the
option has been selected in the Screen Options Tab.

Note: If you can’t see the Featured Image checkbox in the Screen Options section, then your

theme may not support it.
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Boxes

¥ Format (¥/) Categories (¥ Tags (¥) Layout | (¥/) Featured image | () Excerpt (] Send Trackbacks () Custom Fields () Discussion (] Slug () Author

Layout
") 1column (®) 2 columns
Additional settings

V| Enable full-height editor and distraction-free functionality.

Screen Options &

Add New Post

Display or hide the Featured Images section in your post in the Screen Options Tab.

To learn how to add featured images to posts in WordPress, see this tutorial: How To Add
Featured Images To WordPress

8 — Additional Post Functions

Some Post features are hidden in Post administration screens by default. You can display
these along with their options and settings by enabling their checkboxes in the Screen
Options tab.

Boxes
V) smartCrawl (v) Revisions [v) Excerpt () Send Trackbacks () Custom Fields () Discussion [v] Comments () Slug (V) Author (] Format (] Categories (V) Tags [ Layout
) Featured image
Layout
) 1column (@) 2 colum 1 1
e Some Post Features Will Not Display

Additional settings

Unless You Enable These!

) Enable full-height editor and distraction-free functionality.

Ait Dot | saa.

Some post sections remain hidden unless enabled in the Screen Options tab.

Common post features that you can enable in the Screen Options tab and view in your post
screen include:

o Post Excerpt

e Send Trackbacks
e Custom Fields

e Discussion

e Post Slug

e Post Author

e Post Revisions
e Post Comments

Let’s take a quick look at each of these features:

Post Excerpt
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The Excerpt post function lets you add a post summary or a custom “teaser” to your post that
will display in different areas of your website, such as the post description for each blog post
listed on your main blog page, post categories page, post archives page, search results
pages, etc.

Excerpt a

Discover Boston's hidden treasures and where to find 5-star Boston accommeodation for less than $100 a night.

Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more about manual excerpts.

WordPress Post Excerpt field.

To learn more about using post excerpts in WordPress, see this tutorial: How To Use
WordPress Post Excerpts

Send Trackbacks
Trackbacks let you notify legacy blog systems that you have linked to them in your post.

Send Trackbacks A

_Ser'd trackbacks to:

Separate multiple URLs with spaces

Trackbacks are a way to notify legacy blog systems that you've linked to them. If you link other WordPress sites, they'll be notified automatically using
pingbacks, no other action necessary.

WordPress Post Send Trackbacks field.

If you link to other WordPress blogs, they’ll be notified automatically using a feature called
pingbacks.

For sites that don’t recognize pingbacks, you can send a trackback to the blog by entering
their website address(es) in the trackbacks field (note: separate each web address with a
space).

Trackbacks and pingbacks can be enabled or disabled in your WordPress Discussion
settings (Dashboard Menu > Settings > Discussion).

Custom Fields

As the description for the feature states, “Custom fields can be used to add extra metadata
to a post that you can use in your theme.”

Custom Fields are an advanced feature of WordPress that lets you add custom information
to your site and/or modify the way you display information on your posts.
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For example, if you have a site about book reviews, you may want to create a post template
with special tags embedded into the template code (or, most likely get a web developer to do
this for you) and use custom fields to enter specific information about each book, such as
genre, publisher, number of pages, ISBN number, etc. every time you create a new book

review post.

The information entered into the custom field section would then be saved with your post and
automatically display in your content after your post is published.

Custom Fields

Add New Custom Field:

Name Value

| — Select — v | ‘

Enter new

Add Custom Field

Custom fields can be used to add extra metadata to a post that you can use in your theme,

WordPress Post Custom Fields section.

Discussion
The Discussion module allows you to turn discussion settings on/off for a specific post,
overriding the global Discussion Settings on your site.

Discussion

[v] Allow comments
[w] Allow trackbacks and pingbacks on this page

You can allow comments and/or trackbacks and pingbacks in the WordPress Post Discussion settings
section.

Use this module option to allow/disallow visitors to interact with your post (e.g. leave
comments), or to send and receive notifications on a post-by-post basis after publishing.

e Check all boxes to Allow Comments and Allow trackbacks and pingbacks on your

posts.

« If you uncheck Allow Comments, then no visitors will be able to post comments on
that post.

« If you uncheck Allow trackbacks and pingbacks, then your post will not send out
trackbacks or pingbacks when the post is published.

Notes:
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« If you are editing a previously published post, the Discussion module will also show any

comments that have been left on that.
¢ You can manage Post discussion options in your WordPress Discussion settings
(Dashboard Menu > Settings > Discussion).

Post Slug

WordPress automatically creates a post slug from your post title when you create a new
post.

Add New Post Post Slug

The Title Of Your Post Goes Here /

Permalink: http://mywp.site/the-title-of-your-post-goes-here/ Edit

WordPress Post Permalink (Post Slug) field.

The Slug field lets you edit your post slug, so you can have a slug that is different from your
Post title.

Slug / Post Slug

my-post-url \

The words used in your Post Slug field form part of your post’s URL.

The words in your post slug form part of your post’s URL (i.e. the web address users will type

to visit your post), so make sure you choose words that accurately reflect your post and will
make your URLs user-friendly and search-engine friendly.

Add New Post

The Title Of Your Post Goes Here

Permalink: http://mywp.site/my-post-url/ | Edit

Use the Permalink field to create a user-friendly and search-engine friendly URL for your post.
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The post slug is also called a Permalink.

Notes About Permalinks and Post Slugs

e Permalink stands for “permanent link“. It is also referred to as a user-friendly URL,
SEO-friendly URL, or pretty URL.

* When you set Permalinks for your post (under Settings > Permalinks), WordPress will
update its database and change all internal links on your site to make sure they are
pointing to the post’s correct destination URL. WordPress will try to point visitors to the
correct URL if you change the post slug later, change the post category, or move a
page somewhere else (e.g. to create nested pages under a different parent page). This
may not always work, however, and you will then have to redirect the post URL
manually using a plugin.

o WordPress automatically generates post slugs based on your permalink settings and
your initial post title. If you don’t enter a post title when creating a new post, WordPress
will assign the post ID as the post slug.

* WordPress removes punctuation symbols like commas, quotes, apostrophes, and
invalid URL characters from post slugs. Also, spaces are substituted with dashes to
separate each word in your post slug.

e Your permalink displays below the post title field as soon as you save or publish a new
post.

¢ You can manually change your permalink URL by editing your post slug. Although
WordPress creates a slug for your post no matter how long your post title is, SEO
research has shown that people are more inclined to click on links that have short
slugs, so make sure to use short slugs that convey the essence of your post when
creating a new post.

To learn more about using permalinks, see this tutorial: How To Link Content In WordPress

Post Author

If you have multiple users on your site with authoring roles and privileges, the Post Author
module will display a drop-down list of all users, allowing you to change the user assigned as
the author of that post.

Author Post Author A

‘.—-‘"
Bob Writer (bob) v

The WordPress Post Author field lets you see and change the author of the post.

Learn more about assigning user roles and permission in WordPress here: How To Manage
WordPress Users
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Post Revisions

Every time you save your post, WordPress saves a copy of your revision in its database.
This allows you to “roll back” your post to an earlier version.

Revisions A

Your Name, 1 second ago (April 26, 2020 @ 01:08:41)

Your Name, 12 hours ago (April 25, 2020 @ 12:58:36) [Autosave]

Your Name, 13 hours ago (April 25, 2020 @ 11:55:00)

Your Name, 13 hours ago (April 25, 2020 @ 11:54:21)

Post Revisions allow you to view and restore earlier saved versions of your post.

To learn more about using this feature, see this tutorial: How To Use WordPress Autosave
And Post Revisions

Post Comments

This feature lets you view any comments posted by visitors about your post (if you have
comments enabled in your discussion settings).

Comments A

Add Comment

No comments yet.

The Comments feature lets you view, reply to, and edit comments left by your site visitors.

To learn more about using this feature, see this tutorial: How To Manage WordPress
Comments

How To Create A Post In WordPress — Next Step

Now that we have covered the main features and functions of the WordPress Post screen,
the next step is to learn how to create an effective post.

Part 2 of this tutorial will show you how to do this.
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Add a new post in WordPress.

This is the end of part 1 of this tutorial

To view Part 2 of this tutorial, go here: How To Create A New Post In WordPress — Part 2

*k%

Updated: June 24th, 2023
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