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How To Add: A Page 

 
Step 1:  Go to „Pages‟ on the left sidebar of the backend. Click „Add New‟ 
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How To Edit: A Page 
 

Step 1: Hold the cursor over any specific page. 4 options appear – to edit/ quick 

edit/ trash/ view. These are self-explanatory however to edit a page 

select the edit function or alternatively just click on the page tittle and it 

will take you straight to the editing module.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Step 2: once in the editing module (as seen below in the employment page) you can 

edit text add a picture and modify the format using the toolbox. Alternatively you can 

also edit text and formatting using the HTML code window.  

Step 3: once finished editing make sure you hit the update. If the page is not updated 

changes will not be saved. Note, if you make a mistake and don‟t want to save 

changes you can simply exited out of the page without updating.  
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How To Add: A Post 

 
Step 1:  Go to „Posts‟ on the left sidebar of the backend. Click „Add New‟ 
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How To Edit: A Post 
 

Step 1:  Hold the cursor over any specific post. 4 options appear – to edit/ quick 

edit/ trash/ view. These are self-explanatory however note you can 

backdate a post by selecting the quick edit and setting a predetermined 

date. To edit select the edit function or alternatively just click on the post 

you want to edit and it will take you straight to the editing module.   

 

Step 2:  Edit a post the same way you edit a page. Note make sure you update 

post to save it.  
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How To Edit: Home Page 
 

Note: Individual sections of the home page are modified at different locations on the 

backend.  
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Editing the Home Screen Widgets: 

Step 1:  Hover over “Appearance” on the Dashboard menu and select “Widgets”. 

\ 
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Step 2:  Select which area you wish to modify by clicking on the dropdown arrow. 

Step 3:  Click on the editable widget that you wish to change and make your changes. 

Click “Save” when you‟re finished to save your changes. 
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Editing the Slider: 

Step 1:  Click on “Slider Items” in the Dashboard menu. Select the slider image that you 

wish to edit. 

 

Step 2:  Use the code provided in the pre-made sliders as a template. Upload your 

image layers to the media library, then copy their links into this example: 

Background Layer:<img class="ls-bg" alt="layer" src="http://inalawangarra.com.au/wp-

content/uploads/2013/01/IW_slider03_bg.jpg" />       

Sub Layer:<img class="ls-s2" alt="sublayer" src="http://inalawangarra.com.au/wp-

content/uploads/2013/01/IW_slider03_overlay01.png" /> 

Text Layer:<h2 class="text3"><span style="color: #FFCC33;">Nurturing our Cultural 

Identity</span> 

Span Layer<span style="color: #FFCC33;"> Inala Wangarra Welcome Babies to Country 

Ceremony</span></h2>  
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Step 3:  If you wish to add a new slider image, click on “Slider Items” in the Dashboard 

menu. Then click “Add New”. 
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How To Edit: Contact Us Form 
 

Step 1: Go to “Forms” Then “Contact Form”

” and edit the details of the form 

 

Step 2: Edit Details of the contact form and then hit “Save” 
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How To Change: The Menu 
 

 
Step 1: Go to „Appearance‟ on the dashboard menu. Click „Menus‟  
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Step 2: To add a page, search for it in the search area on the left. Click the box left of the page. Click 

‘Add to Menu’ 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3: The menu item will appear at the bottom of the menu. Click, Hold and Drag the item to the 

desired location on the menu. Click ‘Save Menu’.  

Note that indenting a menu item creates a sub-menu. 
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How Add an Event 
 

 
Step 1: Go to „Events‟ on the dashboard menu. Click „Add new‟ 
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Step 2: Edit the event like you would edit a page or post. Once edited, scroll down to   

where it says “Event Details” and fill in all of the specific event details. Once complete,  

click on “Publish”. 

 

 

 
 
 


