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Welcome!
Welcome to this step-by-step guide! In the next few slides, we
will show you how simple it is to edit the pages of your
WordPress website. You don't need any special technical skills
to do this. We'll cover everything from logging in to changing
text and images, and finally, saving your work. Let's begin!



Part 1: Logging Into Your
Website



Step 1: Go to the Login Page

Open your web browser (like Chrome, Firefox, or Safari) and type in your website’s
admin address. 

It will look something like this: www.ozzieandsons.iesite.com/wp-admin   or On your website URL, after
.com, press the ‘/’ key on your keyboard and then type wp-admin. And Press Enter in your Keyboard.

https://ozzieandsons.ieofis.com/mockup/wp-login.php?redirect_to=https%3A%2F%2Fozzieandsons.ieofis.com%2Fmockup%2Fwp-admin%2F&reauth=1
https://ozzieandsons.ieofis.com/mockup/wp-login.php?redirect_to=https%3A%2F%2Fozzieandsons.ieofis.com%2Fmockup%2Fwp-admin%2F&reauth=1


Step 2: Enter Your Login Details
You will see a login screen with two fields: Username and Password. Please type the username and
password that were provided to you. And then click on the blue “Login” button to access the
dashboard. It’s the behind-the-scenes area where you can manage your site.

Note on Your Account: You will receive your unique username and password from the site administrator. 



Step 3: Access the Dashboard
After entering your login details. This will take you to your website's main control panel, called the
Dashboard. The Dashboard will look exactly like the image shown below.



Step 4: Open Pages in Dashboard
On the left side of the Dashboard, you will see an option called ‘Pages’.Hover on it and click on “All
Pages”  to see where all the pages of your website are listed.



Step 5: View All Pages
When you click on ‘All Pages,’ it will show all the pages of your website, such as Home, About,
Contact, and Blog, just like shown in the image below.



Part 2: Editing the Content on
the Page



Step 6: Edit a Page (Example: About Page)
To edit a page, move your mouse pointer over the page name. For example, if we want to edit the About
page, place the mouse pointer on ‘About.’ When you hover, an ‘Edit’ option will appear below it. Click on
‘Edit’ to open and make changes to that page.



Step 7: View  Page Content
When you click on ‘Edit,’ the About page will open, where you can see the full content, just like shown in
the image below.



Step 8: Edit the Content
To make changes in the content, place your mouse cursor where you want to edit and click there. As soon
as you click, an editor box will appear. Now type the text you want to add or update.”



Step 9: Add a New Paragraph with “+” Icon
If you want to add a new paragraph, move your mouse cursor to the place where you want to add it. A ‘+’
icon will appear there. Click on the ‘+’ icon to insert a new paragraph.



Step 10: Add Paragraphs, Headings, or Images
When you click on the ‘+’ icon, a box will open showing different options like Paragraph, Heading, or
Image, etc. To add a paragraph, click on ‘Paragraph.’ To add a heading, click on ‘Heading.’ To add an
image, click on ‘Image.’ After that, type your new content or upload the image to add it.



Step 11: Delete Text from a Paragraph
To remove any word or sentence, move your mouse cursor to it, select the text you want to delete, and
then press the Backspace key on your keyboard. It will be removed.



Step 12: Replace or Remove an Image
To replace or remove an image on a page, move your mouse cursor over the image and click on it. Once
you click, the image will be selected. A small toolbar will appear over the image. Click on “Replace”



Step 13: Choose How to Replace an Image
When you click on Replace, a dropdown will show three options:

1.Open Media Library – This will show the default images available in your theme.
2.Upload – This allows you to upload and add any image from your computer.
3.Reset – This will delete the selected image from the page.



Part 3: Saving Your Changes



Step 14: Save Your Changes
After making all the changes, go to the top right corner of the page. You will see a blue ‘Save’ button.
Click on it to save all your changes.



After saving all the changes, open a new tab in your browser, type your
website URL, and press Enter. You will now see all the changes on your
website.



Part 4: Add a new page



Step 15: Go Back to Dashboard
If you want to create a new page, go back to the Dashboard where we logged in with our credentials, or
click on the WordPress icon at the top left corner, and it will redirect you to the Dashboard.



Step 16: Add a New Page
After redirecting to the Dashboard, move your mouse to the ‘Pages’ option on the left side. A
dropdown will open showing ‘Add a Page.’ Click on it to create a new page.



Step 17: New Page Editor
When you click on ‘Add a Page,’ a new editor page will open, just like shown in the image below.



Step 18: Example Page Title
For example, I have given the page title ‘Work,’ as shown in the image below.



Step 19: Choose a Block for Content
After giving the page title, you will see ‘Type/choose a block’ below the title. Click on “+” it to start
adding content to your page.



Step 20: Add Paragraphs, Headings, or Images
When you click on the ‘+’ icon, a box will open showing different options like Paragraph, Heading,
or Image, etc. To add a paragraph, click on ‘Paragraph.’ To add a heading, click on ‘Heading.’ To
add an image, click on ‘Image.’ After that, type your new content or upload the image to add it.



Step 21: Add Content Blocks and Publish
To add Paragraphs, Headings, or Images on the new page, follow the same steps we used while
editing a page in Step 10. Once you have added the content and images as per your requirement, go
to the top right corner and click on the blue ‘Publish’ button.



Step 22: Get the Page URL
This will publish and save your page, and you will also get a URL for the new page. By clicking on the
‘View Page’ button, you can open and see the page in a new tab. By clicking on ‘Copy,’ you can copy
the URL and paste it into a new tab or any browser to view the new page.



Step 23: View New Page in Dashboard
To go to ‘All Pages,’ follow the process described in “Step 4". When you go back to the ‘All Pages’
section in the Dashboard, your newly created page will be shown in the list along with the other
pages.



Thank You!
Thank you for your time and attention.  We hope this presentation
gave you valuable insights. Let’s create better experiences—
together.
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