
 

 

 

 

 

 

 

 

Website Admin Panel 

User Guide 
  



Welcome to your Website Admin Panel User Guide 

Whenever Razor Edge Media builds a website for a client, unless otherwise specified, we’ll usually build it 

using the Wordpress platform which comes with its own admin area. Which means that you are able to 

log in and change your own content and keep your site up to date yourself without the need to come back 

to us each time you need something changed on the site. 

 

 

 

1. The Log-In Screen: 

Quite simple and self-explanatory, we will always give you the link to your admin area and assign you a 

username and password, which you are able to change whenever you wish. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. The Dashboard  

As soon as you log in you’ll arrive at your Dashboard where you’re able to access the different elements of 

your website and make any changes you wish. You can click and drag elements of your dashboard around if 

you wish to – the below is the default layout.  

 

Posts – These are your blog posts, staff profiles, portfolio or packages or whatever element of the site we 

have set up to appear as posts – these build themselves into a feed on a nominated page and each create 

their own page when you create one. The more blogs you post the larger your SEO footprint gets. 

 

 

 

 

           

 

 

            

 

 

 

 

 

 

 

 

 

 

Pages – Once again, this explains itself but this is where your pages are accessible from, pages are the 

static pages of your site, your Home page or About Us page – we will always explain to you which parts of 

your site are pages and which are posts.  

Clicking on the links in the “At a Glance” box will take you directly to your list of pages or posts.  

 

 



3. List of Pages 

Your list of pages displays as below, the title of the page is highlighted in blue, the date the page was 

created is also listed. In this example you’ll see there are some SEO columns which we will explain in more 

detail later.  

 

In the RED CIRCLE you’ll see the “Add New” button, whenever you wish to add a new page, click this 

button and you’ll be taken into the page creation screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the RED BOX is where you can click to edit a page you wish to make changes to, simply hover your 

mouse over the page and you’ll get the options appear: Edit | Quick Edit | Trash | View – clicking edit will 

take you to the page editor.  

The black blocks are the blanked-out names of the person who’s log-in has been used to create the page. If 

your company has more than one log-in you’ll be able to see who has created what pages in the site and 

when. 

 

 

 

 



4. Page Creation 

One of the beauties of this system is how easy it is to create new pages, from the previous page click the 

“Add New” button and you’ll be taken to the screen below. 

 

You then type the title of your new page here    Type your content in here 

 

 

 

 

 

 

 

 

 

 

 

 

 

The editor is very similar to Word so it’s very simple and easy to just type in what you want use the 

editing tools at the top of the edit box.  

 

 

 

 

 

 

 

 

 

You can add in images into the 

page by clicking on the “Add 

Media” button here. 

This is explained in more detail 

later. 

Make sure you are using the 

“Visual” tab for the editing. The 

“Text” tab is for those who know 

their code! 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have created some text 

you can then decide how it appears 

on the page, whether it is going to 

be a heading, standard paragraph 

text or a sub-heading; All chosen 

from the format drop-down here 

You can also create hyperlink’s from your text, simply 

highlight the text as shown and click the “create 

hyperlink” icon here 

 

When you click to create a 

hyperlink you’ll get the box to the 

left open up. 

You can then either type the URL 

you want the text to link to directly 

in here. 

Or if you want to link it to another 

part of your website then you do 

that simply by selecting the relevant 

page from the list that appears here. 



 

Once you have completed your content and you are 

completely happy with it then you can publish the page. 

You can set the visibility of the page so it can be a private 

page if you wish that you only give the URL to people you 

wish to see it.  

You can also decide when it publishes, so if you want to 

have it go live the next day, you can simply select a time 

and date you’re happy with and the page will self-publish 

at that point. 

When you’re ready, just hit the publish button.  

Be warned, this will not put your page onto your website 

yet! 

You have to go and put it in the menu first so you can 

decide where it appears in the site. 

So the next thing you have to do is go and edit the menu 

of the site. 

 

 

5. Editing the Site Menu 

 

On the side bar you will see a section headed up “Appearance” which when you click will 

open up a little sub-menu beneath it.  

The fourth one down in this list is “Menus” this is the one you need. 

The only other one within this menu that you’ll ever need to touch is the one entitled 

“Widgets” which we will come on to later. 

 

 

BE WARNED 

Do not make any changes to the Themes or Header or Background as this will 

most likely cause a code corruption and break your website, something we will 

then need to charge you to fix.  

We recommend that you do not experiment with anything within this editor 

without first consulting us or unless you are already relatively familiar with 

Wordpress. 



You’ll then come to this screen which is your menu editor, it will show you a current structure of your 

site menu, as you can see in this example there are both “sub items” and “sub-sub items” these show how 

they cascade out within the menu. 

You can easily move things around within the menu with a click and drag action placing them wherever you 

want. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

So you’ve just created a page and want to add it to your site, you’ll see it will appear at the top of the 

pages list on the left hand side 

What you have to do is tick the box corresponding to the page you 

wish to add into the menu. 

 

 

 

 

Then simply click the “Add to Menu” button and it will add itself in at 

the bottom of the menu structure to the right.  

 

 



 

 

 

 

 

 

 

 

 

As you can see it shows at the bottom of the menu as a page. 

 

 

Once you have placed it into the menu where you want it to be simply click the “Save Menu” button and it 

will be added into the site where you want it to go and hey presto! Your new page is live on your website! 

 

 

 

 

 

 

 

 

 

 

 



6. Editing an Existing Page 

Editing an existing page is very similar to creating a new page, just without the menu placement steps, since 

your existing page is already in your menu this step isn’t necessary. 

 

Back on the “Pages” menu simply click the edit link. 

You’ll then arrive here in the page editor. 

 

 

 

 

 

 

 

 

 

 

 

 

As you’ll see it is virtually identical to the screen for creating a new page and the operation of the page is 

exactly the same, you simply make the changes to your content as you wish within the editor.  

You can then preview the page if you wish so you can see how your changes are going to appear before 

you send the page live for the world to see. 

Once you’re happy you simply press the “Update” button which appears where the “Publish” button did in 

the “New Page” editor. This immediately updates your website with the changes, so make sure you’re 

happy with them before you press this button! 

 

 



7. Adding Images 

You’ll sometimes want to include images in your website pages or blog posts. The way they are added into 

the page is exactly the same on all pages. Be sure to place your curser on the left of the screen before you 

start. 

 

At the top of the editor you’ll see this button:   

 

When you click it this will open up your media centre which looks like this: 

 

All your uploaded images are displayed here, so if the image you want is already here then you just tick the 

one you want and click “Insert into page” at the bottom of the box. 

 



If the image you want to insert hasn’t been uploaded yet then you need to upload it by selecting the 

“Upload Files” tab at the top of the box. 

 

 

You can then either click the “Select Files” button and browse through your computer files to select the 

relevant file. 

Or you can simply drag and drop an image into the box which will then upload the image.  

Once your image is in the Media Library click the “Insert into page” button and your image will go into the 

page wherever you placed your curser before you started. 

You can then position the image by selecting it and aligning it wherever you would like it to go. 

 



Once your image is in the screen you can then chose to make changes to it or remove it, select it like so 

and you’ll see two icons appear in the top-left corner. 

 

Edit      Delete 

 

Edit allows you to change the size of the image, making it smaller if needed to fit into the page as you’d like 

it to. It is always worth using the “Preview” button while you do this in order to make sure you’re getting 

it right before you hit “Update” and ruin your page on your website. 

 

When you click “Edit” you’ll get this box open 

where you can decide on what to do with your 

image. 

You can adjust the size down to make it fit 

better here. 

You can set the alignment in the page. 

And you can add SEO tags and descriptions to 

it.  

Or even set it as a hyperlink.  

 

 

 



When creating images or getting images to upload to your website it is important to consider their size. 

We set up parameters within the site to restrict the maximum image size that can be uploaded, this is 

because large images take up a lot of bandwidth and we would have to increase your hosting charges if you 

wanted to upload lots of large images. 

 

Getting an image to be the right size can be very time consuming and difficult at times 

 

If you have Adobe Photoshop then it’s a simple case of scaling the image down to the right size, saving and 

uploading it.  

If you don’t have Adobe Photoshop and don’t want to spend the large amount of money required to get it, 

then there are a number of free programmes out there that perform a very similar job. 

 

Our personal reccomendation is a programme called Gimp which is 

completely free and actually very simple to use and work with. 

This will allow you to crop down images, rezise and scale them. And even 

more if you know what you’re doing.  

It’s a fantastic bit of software and if you’re dealing with lots of images then 

its definitely a worthwhile exercise to download it and spend a little bit of 

time familiarising yourself with it. 

 

We will always tell you that pixel sizes you need to keep your images within, it will vary depending on 

different websites and different areas of the site you are putting the images into so if you’re unsure, please 

ask. 

 

 

 

 

 

 

 

 

 

 

 



8. Creating Posts 

As explained earlier “Posts” could be a range of things.  

Generally they are blogs or your portfolio items meaning they will go into a listed page when you create 

them but they will also each create their own page, a blog creates an archive and posts a regular update to 

your site, this has proven to be extremely effective both for things like customer interaction but also your 

sites SEO. Regular updates are something Google like! 

So when you click on “Posts” in the sidebar you’ll get a list similar to that of your “Pages” list. 

 

Once again it’s a simple case of clicking the “Add New” button in the same place as it is on the Pages 

screen. 

 

This will open up into an editing screen 

identical to that of the pages. 

 

The editor works in exactly the same 

way – simply add in your content, 

images, links and headings until you’re 

happy with the post. 

 

 



 

In most instances you’ll be required to set a “Featured Image” for your post, be this a staff profile, a 

product portfolio image or standard blog post, this featured image pulls through onto the feed page where 

all the posts are displayed so it is a required part of the process of a post. 

 

Down the right hand side of your screen there will be a number of boxes that relate to your post.  

These behave slightly differently to those on the pages creator do so you 

need to be aware of the difference when creating a post.  

 

When you click the “Publish” button on a post it will go live immediately! 

So make sure you’re completely happy and have previewed it before you 

do that! 

 

 

Firstly you’ll see this box called “Format” leave this as “Standard” at all 

times, changing this will effect the display of your post and it will look 

wrong on the website. 

 

You also have to select a category for your post to go into, if you have 

multiple “Posts” on your site (i.e. blog, portfolio, staff) for example you’ll 

need to make sure you’re putting the post you are creating into the 

relevant category, as standard the site will select “Uncategorized” which 

will mean that even after you publish the post will not appear – because 

you haven’t told it where to appear. 

 

Tags – these can be useful for SEO purposes, if your post is pertaining to 

specific keywords that you think will be relevant then put them into these 

tags, these will help Google’s search engines understand what your post is 

about. 

 

Setting a “featured image” as mentioned above, all posts require a 

featured image to be set as these need to be displayed in the list where all 

your posts are pulled through to and displayed.  

So in order to set a featured image you simply click the “Set featured image” link at the bottom of the list 

and this will open up your “Media Centre” as explained previously, you add a featured image in exactly the 

same way. Simply tick to select and click “Set featured image” and the image will appear on the page (it will 

not appear on the editor so it’s always a good idea to use the “Preview” button to make sure it looks 

right). 



9. Widgets 

Widgets are little sections on your website that are easily swappable, changeable and switchable. 

Depending on your website we may or may not need to install widgets. 

If we do however they’ll appear here.  

 

 

 

We can set up dozens of widgets if needed, you won’t be able to set them up yourself as 

we’ll need to code in where they appear on the site.  

So don’t install more widgets, if you need them – ask and we’ll add them in.  

 

 

Access the widgets via the side bar and it will take you to this screen: 

 

Your widgets can be anything but generally we’ll set them up as image widgets. These are when you 

sometimes see a group of images that have some interaction with them on a site, for example on ours: 

 



So to edit a widget area you simply click on the 

“expand” arrow on the right hand side. 

This will then open up the widget editing area. 

Here you insert images (exactly as explained in the 

insert images section) by simply clicking on the 

“Select an Image” button at the top and choosing one 

from your Media Library or uploading one. 

 

 

You can then edit the widget, in this example we do 

not want there to be captions, or titles or so on 

displaying on the site, just the image as above so we 

leave these boxes blank.  

 

 

 

 

 

We do however want to link these images to places, 

either to the site itself or to the portfolio page in our 

site for that project.  

So we set a link URL into the relevant box and select 

that we want it to open in a new window or tab – 

this is recommended as this stops it from navigating 

anyone who clicks away from your site completely. 

 

The other bits in this section you should leave alone 

as these will generally have been coded in by us to 

stop there being a problem with the display of the 

widget on the site. 

 

 

So leave those alone and once you’ve done the rest, then you can hit “Save” 

 

 



You can easily and quickly rearrange widgets, think of the widget areas like placeholders – you can move 

the different widgets into any of them with a simple click and drag as below. 

 

 

 

Be sure not to leave two widgets in the same widget area, this will almost always cause a display problem 

on the site.  

So once you’ve moved one and left a widget area empty, then drag the widget from the doubled-up widget 

area back to the empty area. 

This will immediately display on the site as soon as you refresh. 

 

 

 

 

 

 

 

 

 



10. SEO 

If you would like us to we will install the Yoast SEO tool onto your website. This is a plug-in to the 

Wordpress site and will appear beneath the editor box and will look like this: 

 

What this allows you to do is generate what displays on a Google search about the specific page you’re 

creating. This will automatically pull some text from your content otherwise, it is a good idea to set this 

snippet up.  

What it will also ask you to do is create a “Focus Keyword” in other words, what you want Google to 

think that page is about! 

This also includes the “Meta Description” which is the small bit of info that appears beneath the link in a 

Google search, at the top of the box a “preview” will show you what the page will look like in a Google 

search, complete with the title and the link. 

 



It will also give you a “score” in terms of 

how close to matching your chosen “Focus 

Keyword” the page content and meta 

descriptions are.  

It gives a traffic-light style system which 

shows how well SEO’d that page now is with 

what you have done. 

This appears here at the top right of your 

page. 

 

 

 

 

 

 

 

 

 

 

 

This also appears in your pages list as shown before: 

 

 

 

By keeping a regular check on your SEO you can really make a big impact on the development of your 

website and the number of hits it receives. 

Ask us about installing Google Analytics for you if you haven’t already – this is a free tool from Google 

which allows you to analyse your website traffic and the behaviour of those who visit it, how long they 

spend on the site, which pages they visit the most and what search terms they are finding you under! 

We can get it installed and set you up with an account very quickly and you can really take ownership of 

your website and it’s future development! 

 

 

The tool also provides a count of the number of times 

that exact keyword or keyphrase is used in the content 

of the page. 

Including the page URL, the page title, the page content 

and the meta description. 

This is worth spending time working on getting right as 

the more optimised each page is on your site, the better 

overall your entire website is optimised! 



11. Changing Your Settings 

So what if you want to change your password or set up another person in your company a log-in so they 

can work on the website for you?  

On the sidebar you’ll find a link called “Users” clicking on that will show you this screen with a list of users 

on it. 

 

There will generally be two users here – you, and us! To edit your details simply click on your username. 

This will then open up your profile – very little of this form is required, generally we will only fill in those 

that are required.  

These include your name and the “nickname” or “username” which will default to the same thing.  

 

 

You’ll also notice at the top there is 

a colour scheme picker, which is 

what the admin panel colour scheme 

will display as should you chose to 

change it from the standard. 

 

Your email address is also required 

so that the system can verify you as a 

user. 

There are other fields such as your 

Google+ name and Website address 

and so on but these are not required 

or needed so we will leave them 

blank. Fill them in if you like! 



Scroll down to the 

bottom of this screen 

and you’ll reach the 

“About yourself” 

section. 

This is where you can 

set yourself a new 

password. 

Simply type it into the 

two required boxes. 

 

Beneath this you’ll see a 

strength indicator which 

tells you how good or 

bad your password is. 

This is useful to pay 

attention to. 

 

Once you’ve typed your new password in twice simply hit the “Update Profile” button and you are done! 

Your password is reset!  

 

 

 

 

If you need any more help please let us here at Razor Edge Media know. Remember we offer Graphic 

Design, Software Development, Online Marketing, SEO, App Development and Copy Writing among other 

things! 

 


