[bookmark: _GoBack]Here are some helpful tips for WordPress.

Change displayed user name on posts so your network ID doesn't show.
Changing User Display Name (for posts, etc.)
As a security precaution, you should not display your ADE network login name.
 Log in to Wordpress and edit your profile (on the left side navigation under , click “Profile”)
 In the “Name” section, change “Nickname (required)” to your desired display name. Please make the name all lower case.
o Note: you cannot change your Username.
 In box next to “Display name publicly as” click the drop down arrow, the newly created nickname will be a choice, click on that name.
 Scroll to the bottom of the page and click on the blue “Update Profile” button.
Example:
You may want all posts to have the same display name (oelas) even though they are created by multiple users. Or sequence the user names (oelas, oelas1, oelas2, etc.) You may want to create display names that mean something to your site or users. Also, will users want to “follow” a person who posts. You can also put a dash in the name (ade-pr).
NOTE:
Multiple users could choose the same display name. If someone clicks on a post from oelas they will only see posts from the user who posted them, they will not see posts from another user who has the same nickname. Also, as you manage posts and pages in the dashboard, you would not know who did which post. They would all say oelas.
So…if you don’t care to know who posted, and don’t care about sorting posts or pages to see only what you did, you could make every person have the same display name.



To create a Bulleted List
You can enter this code on the html:
Basic HTML Lesson 1 - Bulleted List
Code for a plain bulleted list is:
<ul>
<li>Test 1</li>
<li>Test 2</li>
<li>Test 3</li>
</ul>
Or you can use the Visual Editor
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To create a number or ordered list:
This is the code to enter in HTML mode:
Basic HTML Lesson 2 - Numbered or Ordered List
Numbered List
<ol type="1">
<li>Test 1</li>
<li>Test 2</li>
<li>Test 3</li>
</ol>
Captial Letter List (A, B, C ....)
<ol type="A">
<li>Test 1</li>
<li>Test 2</li>
<li>Test 3</li>
</ol>
Lower Case Letter List (a, b, c ....)
<ol type="A">
<li>Test 1</li>
<li>Test 2</li>
<li>Test 3</li>
</ol>
Or use this button
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Lesson 3:  Email
Basic HTML Lesson 3 - Email
Creating an Email Link
Please send all email to <a href="mailto:test@azed.gov">Test@azed.gov</a>
Be sure to include the "mailto:" command or it won't work.
Or, you can just type in the information directly to the Visual Editor.
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You can always check your work on the html mode to make sure the email address displayed matches the email address code.
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While we’re on the subject, if you type something in HTML mode, but it isn’t showing up correctly in Visual Mode, then you’ll need to check to make sure your code has properly opened and closed carrots – like this
Please email <a href=”mailto:candice.trainor@azed.gov”>Candice Trainor</a> for more information.
If your code looks like this:
Please email <a href=”mailto:candice.trainor@azed.gov”>Candice Trainor for more information.</a>

The difference will look like this on your page:
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The difference is the location of your </a> (close link code).  If you put it immediately after my last name, it means that only my first and last name contain the hyperlink.  If you put it at the end of the sentence, then everything up to that </a> is included in the hyperlink.



I don’t use this one very much:
Basic HTML Lesson 4 - Links
Creating Links
Relative Links
Code for relative links should look like the one below. Use this if you are linking to another page on the ADE site.
<a href="/finance/">Text you want user to click on</a>
Outside Links
If the link on your page will be going to a location other than the ADE site, then the link should look like the one below. Don't forget the "http://" for these links or they won't work.
<a href="http://www.az.gov">Text for link here</a>
Be sure to close the tags or everything after it will also become a link.
Exceptions
Common Logon - https://www.ade.az.gov/CommonLogon/logon.aspx
Online Registration
http://www.ade.az.gov/onlineregistration/calendar/RenderCalendar.asp
Find a School
http://www.ade.az.gov/edd/
These are using our other domain of www.ade.az.gov.
This is just an example of how to shorten what is typed in the HTML mode to link to pages on the www.azed.gov site.
The difference is:
If you type:  “special-education” it assumes that you are referring to www.azed.gov/special-education because we share the same domain – azed.gov.  It is much easier to always use absolute links to pages in the website:  http://www.azed.gov/special-education/dispute rather than relative link of “special-education/dispute.”  



When formatting content for your page, you want to make sure that your text is formatted into paragraphs, much like you would format your Word document into sections.  This just makes it easier to apply certain formatting techniques to complete paragraphs of text, rather than just one sentence at a time.
Basic HTML Lesson 5 - Paragraph Tag
Paragraph Tag
<p></p>
How to use it
<p>Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse scelerisque iaculis volutpat. Phasellus urna ante, imperdiet non egestas sit amet, lobortis in enim. Vivamus scelerisque, libero ultrices mollis tempor, mi augue consequat mauris, id volutpat tortor arcu ut massa. Aliquam vel leo tellus, non venenatis leo. Cras in fringilla tortor. Etiam dignissim sapien vitae lectus ullamcorper vehicula. Donec lacinia, nunc id mollis volutpat, tellus urna blandit felis, eu hendrerit odio elit et enim. In ut nibh augue, eget interdum purus.</p>
Do your layouts deserve better than Lorem Ipsum? Apply as an art director and team up with the best copywriters at Jung von Matt: www.jvm.com/jobs/lipsum

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse scelerisque iaculis volutpat. Phasellus urna ante, imperdiet non egestas sit amet, lobortis in enim. Vivamus scelerisque, libero ultrices mollis tempor, mi augue consequat mauris, id volutpat tortor arcu ut massa. Aliquam vel leo tellus, non venenatis leo. Cras in fringilla tortor. Etiam dignissim sapien vitae lectus ullamcorper vehicula. Donec lacinia, nunc id mollis volutpat, tellus urna blandit felis, eu hendrerit odio elit et enim. In ut nibh augue, eget interdum purus. 
<p>Fusce blandit tincidunt ligula nec tristique. Fusce sollicitudin iaculis mattis. Suspendisse et lacinia orci. Curabitur pretium imperdiet leo quis tempus. Praesent tortor neque, bibendum ac convallis in, varius non ipsum. Fusce lobortis, risus ut commodo hendrerit, felis arcu suscipit nisi, quis tincidunt eros urna ac nisi. Integer imperdiet semper lorem vel venenatis. Nulla in lacus diam, et varius ante. Vestibulum id libero sed dui tempor egestas eget nec urna. Quisque posuere tellus sit amet risus laoreet tincidunt. Quisque eu risus justo, id pulvinar libero.</p>
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The dropdown menu on Visual Mode can easily change formatting for your page.



While we’re here on this section, it is important to note that we do not use absolute values for text on a screen.  Think of it as restricting the reader’s ability to magnify text other than what was chosen by the web editor.  
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If your font size is set to the default, then the reader can use the increase/decrease font buttons on the website to adjust to their needs.
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And now a quick lesson on Tables.
Basic HTML Lesson 6 - Tables
Tables are a bit more involved. They can be used for formatting information on pages that is more appealing to the eye or they can be used to display data.
Code for one row two columns
<table>
<tr>
<td>Test 1</td>
<td>Test 2</td>
</tr>
</table>
How it will look
	Test 1
	Test 2


Code for two rows and two columns
<table>
<tr>
<td>Test 1</td>
<td>Test 2</td>
</tr>
<tr>
<td>Test 3</td>
<td>Test 4</td>
</tr>
</table>
How it will look
	Test 1
	Test 2

	Test 3
	Test 4


Width and Borders
Setting the width of your table in percentage will allow it to grow and shrink as the screen does. These are table attributes you should use or consider.
<table width="100%" border="0">
Border should be set to either "0" or "1" depending on your needs. Again depending on your needs the width should be set to a percentage or it can be a fixed width, which is represented in pixels. So instead of width="100%" it could be width="150" which is actually 150 pixels.
You can copy from here and paste on your pages if needed. Just change the information located between the <td></td>.

Tables are used to set text apart from other sections.  It is also helpful to present information in an orderly manner.  Tables on our WordPress are tricky because we have a very limited amount of space that is available for us to use.  
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Send an email to Ka href="mailto:candice. trainor@azed. gov">candice. trainor@azed.gové/a> for more information.
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While we're on the subject, if you type something in HTML mode, but it isn't showing up
correctly in Visual Mode, then you'll need to check to make sure your code has properly
opened and closed carrots — like this

Please email Candice Trainor for more information.

Ifyour code looks like this:

Please email Candice Trainor for more information.
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While we're on the subject, if you type something in HTML mode, butitisn't showing up correctly in Visual Mode, then youll need to
check to make sure your code has properly opened and closed carrots - like this

Please email Candice Trainor for more information.

Ifyour codelookslike this:
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While we're on the subject, if you type something in HTML mode, butitisn't showing up correctly in Visual Mode, then youll need to
checktomake sure your code has properly opened and closed carrots - like this

If your code looks like this:
‘Please email Candice Traihor for more information.




image9.png
Font+ | Font- ‘.En GOW“'.




image2.png
Uploadnnsert () &) \/ Visual | HTVL

RREEE] IR IC

Fontsize v Format





image3.png
Uploadinsert B} Visual | HTML
Bl EEIE RN
c e

B I = U = = = |@ |©
Fortsze |+ Format |+ @B @ Q A- 2 x| x H o





image4.png
Uploadinsert B} Visual | HTML
=| == (v & s 0008

B I e U

Fortsize |+ Pamgaen - @0 Q @ A%< x x H O

Send an email to candice.trainor @azed.gov for more information.




