User manual
Updating the webpage usia.al
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Introduction
The webpage for U-SIA (usia.al) was built using Wordpress as CMS.
WordPress is an Open Source software system used by millions of people around the
world to create beautiful websites and blogs. It is completely customisable by the use
of themes and plugins.

Login
Before you can make any changes to your site, you will need to log in. The login for your
site is typically found at the following URL: https://usia.al/wp-admin/

You can login to your Dashboard using either your Username or your email address
associated with your account.
Click on the “eye” icon in the Password field to reveal the password that you entered, if
you’d like to make sure you typed it correctly.
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Dashboard
Once you’ve logged in, the WordPress Dashboard appears. This is your main
administration homepage. At the very top of your Dashboard (and across every page)
you will see the name of your site in the header area. In the example screenshot below
(and throughout this documentation) the site name is U-SIA. This is also hyperlinked to
your site's homepage.
You will also see the name of the person who is currently logged in (in this case Arber
Mustafa). Move your cursor over your name to reveal the Log Out link as well as a link to
edit your Profile.

Down the left-hand side of the Dashboard and on every page you will see your main
admin navigation menu. This is where you’ll find all the options to update your site.
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Hovering your cursor over each of the main menu options will display a ‘fly-out’ menu
with the various choices for that particular menu option. Once you click each of the
main menu options, that particular menu will expand to show all the available options
within that section (if there are any).
The most important sections needed for site content update are:
● Media
This is where all your uploaded images, documents or files are stored. You can
browse through your Media library, as well as edit and update the files.
● Pages
This is where you create and maintain all your Pages. WordPress pages are used
for common content such as “about us”, “contact us”, etc…
WordPress pages are what allows WP to act as a website instead of just a blog.
● Posts
This is where you can create a new Blog Post. You can also update your
Categories and Post Tags.
● Comments
If you allow comments on your site, you will be able to manage them in this
section. You can approve, delete, or modify comments that come into your blog.
P.S.
In this site comments are disabled!
WordPress is built around two basic concepts. Posts and Pages. Posts are typically
blog entries. A series of articles, listed (usually) reverse-chronologically. Pages are used
for more static content (i.e. content that doesn’t change or changes infrequently). An
“About Project” page is an example of a Page on a typical website. In most cases you’ll
find that the content in the “About Project” page doesn’t change all that frequently.
The blog concept if you have a site where you need to display your “Latest news/events”
or even just company updates. Basically, any information that gets updated on a
semi-regular basis can benefit from the “blog” functionality. Whether that’s a traditional
blog, your company’s “latest news/events” or even just your own personal updates.
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Media
The Media Library is where you can find all the files that you’ve uploaded. In WordPress
media is considered to be audio, video, images and documents. There are certain ﬁle
types that WordPress will accept for upload.
By Default, all media is stored in the Media Library
The media library holds all of the forms of media. Once you click into the library, you can
see images, video, audio, and documents in the same area.
There is an upload size limit
There is a size limit for ﬁles uploaded to WordPress which is based on your web host
and or server conﬁguration. You can tell what that size is if you upload a ﬁle to the
media library. There will be a message stating “Maximum upload ﬁle size: 10 MB”.
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To add a new file to the Media Library, click on the Add New link in the left-hand
navigation menu or the Add New button at the top of the page.

ALLOWED FILE TYPES IN WORDPRESS
Images: jpg, jpeg, png, gif, ico;
Documents: pdf, doc, docx, ppt, pptx, pps, ppsx, odt, xls, xlsx, psd;
Audio: mp3, m4a, ogg, wav;
Video: mp4, m4v, mov, wmv, avi, mpg, ogv, 3gp, 3g2;
Simply drag your images (files) from wherever they are on your computer, into the area
marked Drop files here. Your file(s) will be automatically uploaded.
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Once your images or files are uploaded, they’re displayed below the file uploader, with
the rest of your media.

Pages
After clicking on the Pages menu option you'll be shown a list of Pages that your site
contains. Among the information displayed is the Page title, the Author, No. of
Comments and either the Date Published or the Date the Page was Last Modified.

At the top of the page you can view how many Pages in total you have in your site, how
many have been published by yourself or how many are Published or in Draft.
When hovering your cursor over each row, a few links will appear beneath the Page title.
● Edit – Will allow you to edit your Page. This is the same as clicking on the Page
title
● Quick Edit – Allows you to edit basic Page information such as Title, Slug, Date
plus a few other options
● Trash – Will send the Page to the Trash. Once the Trash is emptied, the page is
deleted
● View – Displays the Page. If the Page hasn’t been published yet, this will say
Preview
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Next to each Page title is a checkbox. This allows you to perform an action on multiple
items at once. You simply check the Pages that you would like to affect and then from
the Bulk Actions dropdown select either the Edit option or the Move to Trash option and
then click the Apply button. The Edit option will allow you to edit the Author, Parent,
Template, whether to allow Comments or not and the Status of each of the checked
items. The Move to Trash option will move the selected items to the Trash.
You can also filter the pages that are displayed using the dropdown list and the Filter
button.
To add a new Page, hover your cursor over the Pages menu option in the left-hand
navigation menu and in the fly-out menu, click the Add New link. Alternatively, click the
Pages menu option and then click the Add New link underneath, or the Add New button
at the top of the page.

You provide the title, a featured image if any and the content of the page in the Block
Editor.
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Clicking Set featured image will allow you to either upload an image from your
computer, or choose one from the media library.
Once finished press the Publish button. This button publishes your page for visitors to
see.
If you are editing a page, once finished press the Update button.
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Posts
After clicking on the Posts menu option you'll be shown a list of Posts that your site
contains. Among the information displayed is the Post title, the Author, Categories,
Tags, No. of Comments and either the Date Published, Date Scheduled or the Date the
Post was Last Modified.

At the top of the page you can view how many Posts in total you have in your site, how
many have been published by yourself or Published, Scheduled, Sticky, Pending, in Draft
or in the Trash.
When hovering your cursor over each row, a few links will appear beneath the Post title.
● Edit – Will allow you to edit your Post. This is the same as clicking on the Post
title
● Quick Edit – Allows you to edit basic Post information such as Title, Slug, Date
plus a few other options
● Trash – Will send the Post to the Trash. Once the Trash is emptied, the page is
deleted
● View – Displays the Post. If the Post hasn’t been published yet, this will say
Preview
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Next to each Post title is a checkbox. This allows you to perform an action on multiple
items at once. You simply check the Posts that you would like to affect and then from
the Bulk Actions dropdown select either the Edit option or the Move to Trash option and
then click the Apply button. The Edit option will allow you to edit the Categories, Tags,
Author, whether to allow Comments and Pings or not, the Status and whether or not the
Posts are “Sticky”. The Move to Trash option will move the selected items to the Trash.
You can also filter the pages that are displayed using the dropdown lists and the Filter
button.
To add a new Post, hover over the Posts menu option in the left-hand navigation menu
and in the fly-out menu, click the Add New link. Alternatively, click the Posts menu
option and then click the Add New link underneath, or the Add New button at the top of
the page.
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You provide the title, select the category of the post, set a featured image if any and the
content of the post in the Block Editor.
Clicking Set featured image will allow you to either upload an image from your
computer, or choose one from the media library.
Once finished press the Publish button. This button publishes your post for visitors to
see.
If you are editing a post, once finished press the Update button.

