


Wordpress 2.7 Dashboard - Post Options Panels

0 Publish Settings

To control Publish status, publish date or who is post privacy settings,
the publish panel usually situated immediately to the right of the post

... editor is available. It will allow setting a specific date for a post to go
....... live after it has been created by clicking the last link which by default
S says, publish immediately.
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Set Publish Date

e Discussion - Allow or disallow commenting

To prevent commenting on a specific post, within the post editor a
panel is available to check or uncheck wether readers can posts com-
ments.

e Categories

categories are assigned to posts by checking them in the Catego-
ries panel. New categories are created by clicking Add New Category.
Categories can also be added as sub/child categories. By Default new
categories are added as Parent/Top Level Categories.
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Wordpress 2.7 Dashboard - Edit Posts

0 Existing Post Information e Post Display Filtering e Post Listing

Some upfront information about the amount The post filtering drop down selection The post listing area will display posts
of published posts & drafts (unpublished boxes allows you to display posts from in chronological order (ie. from newest
posts) are already in the site specific categories only, or posts which to oldest.
were published in specific months or o
both. This will allow you to be more Drafts are displayed in a S
specific about which posts you which ghosted(lighter) format to make them B
to edit should your site contain a large distinguishable though they are also N
number of posts marked as drafts M
._.} Sorwen Opnioas »  Help » .
(@) Dashboard 57 Edit Posts : B
a _ 4 . Search Pasts o
m Bl (0] | Pablisked (7) | Deahs (3 V . -~
Edit actibns v | Apoly | Showaldates  ¥| Viewall categoces  v| | Filber =
Add Mew O post Authes " ® Cawe Categuries Tags Actiang, +*
Tags .. ° «*
Categories d ix P
Catiginy Pages
Media o
. S
& Links
L) Pages
= - ) Test Event 1 ademin Q mﬂ'n s No Tags # 4" BEBB0
E Appearance ] Test News em admin L0 T DT e & no Tags # BEEEO
—y— Pubiizhed
Wadgers
O Jums 2008 adimin 0000 6 1O Fublicateons & No Tags
. Newslemer > Fubiished =hauu
V= iC0nd
Z Flugins D
l:| January - March admin IO G1 01 Fulilic almang & Ko Tigi
i 2008 Newsletter o Pubished o Ly aboand
Add Mew oo

Edivar

e Category & Tag Reference
We are also provided with some basic information about which
categories and tags have been assigned to the specific post.



Wordpress 2.7 Dashboard - Post Edit Actions

ﬂ Post Selection Checkbox e Selecting & Applying Action
By selecting multiple posts using the checkboxes Once your posts have been checked, use the drop down selec-
to the left of the post name, one is able to apply an tion box to choose the action you want to perform, in this case
action to multiple posts. This would generally ap- either edit or delete and then click apply.

ply to deleting multiple posts at once.
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Wordpress 2.7 Dashboard - Edit Posts - Post List Filtering
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ﬂ Filter Posts by Category

To view a list of posts from a specific category use the category drop down
selection menu. This will be necessary once your posts start paginaing onto
many pages as is generally the case with blogs.

“. Click Filter button to display the filtered post list

e Filter Posts by Date

To list posts from specific months use the Date drop down selection menu.
This menu can be used in conjunction with the Category filter to pin down
posts in certain categories and within a certain time period.









Wordpress 2.7 Dashboard - Mailpress - Newsletter Functionality

Th Tools

0 Mailpress Plugin e Mailpress Edit Page

SEtIiII,EE Mailpress is not part of the standard functionality As seen below the Mailpress Edit page works
of the content managemtn system and has been pretty much like the post or page edit pages,
installed as an additional plugin. listing Mails/Newsletters which have already

been created and allowing to edit, send, delete
The Mailpress Plugin add’s Newsletter functionality & View each item when rolling over the title link.
., to the site. Newsletters can be setup to be sent as .

- Edit .. content gets added to the site or as once off cus-
New Mail tom messages to be sent to website subscribers.
Themes “. Mailpress Menu

The Mailpress menu can be found at the bottom
of the left menu of your admin dashboard. Click-
ing the main tab will reveal the edit menu which
displays any newsletters which have already been
created.
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Wordpress 2.7 Dashboard -

G Creating a new Message

By clicking on the New Mail Link you will be
taken to a New Mail Editor Page. This is where
you can create custom Messages to be sent to
individuals, or groups of individuals or to your
website’s subscriber base.

The Mails will be sent from the address you
specify in your Mailpress Settings page.

Mail Recipient/s

Type in the email address/s of those you want
to send the Email to in the “To” Field, and the
name of the Person or Group You want to send
the Mail to in the field to the right of it.

Alternatively, Subscriber Groups can also be se-

lected using the dropdown below the “To” field.

Mail Title
The title is added in the same way as one would
add a Post or Page title for Wordpres.

Mail Contents

Likewise the content is added in the same way
as one would add a Post or Page content for
Wordpress.

Plain Text Content

Plain Text Content is added in the event that
the recipients mail client is only able to view
plain text mails.

Save Draft, Preview, Send

The top right panel allows for maisl to be saved
and sent later, previewed to see what they will
look like in the Template or Sent immediately.
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