
 

 

 

 

WordPress Web Sites 

Setting up a Departmental Web Site 

Requesting Your WordPress Website 
1. To request a NOVA WordPress site, send an email to kstorie@nvcc.edu including your preferred email address 

(NVCC or VCCS) and your full name. 
2. You will receive two emails. The first with a link to your new web site address, and the second with the 

username and password. 
 

Login to Your WordPress Account 
3. Go to http://blogs.nvcc.edu/wp-admin and log in using your username and password.  

 

Changing Your Password 
1. In the gray bar at the top right, hover over the Howdy tab and click on Edit My Profile. 

Or – Select Users > Your Profile from the left menu bar. 
2. Scroll to the bottom of the page and look for New Password.  
3. Enter your new password twice. Add your contact information, then click on Update Profile. 

 

Locating the Departmental Website 
1. Mouse over My Sites at the top left of the screen. Select the Website you would like to work on. 

 

Changing the Site Title 

1. In the menu on the left side of your screen, click on Settings > General.  
2. Type the title of your site into the first box; if you don’t have a title in mind you can use your name.  
3. In the second box, remove the text “Just another NOVA blog page” and either leave it blank, or enter a subtitle. 
4. Scroll to the bottom and click Save Changes. 

Or 

1. Appearance > Customize > Site Identity. 
2. Enter the title and tagline 
3. Click Save or Publish. 
4. Click the X in the top left corner to close the Customize screen. 

 

Changing Your Site’s Theme 

To a limited degree, you can change the appearance of your NOVA WordPress site. To do this: 

1. Go to Appearance > Themes. 
2. There are several themes available for you to choose from.  
3. Click Preview on a theme you aren’t currently using to see what your blog would look like. 
4. Click Activate if you want to change to that theme. You can switch themes and switch back at any time after you 

begin adding content. Your content will not be deleted. 
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Adding and Editing Pages 

Editing the Home Page 
1. Go to Dashboard > Pages > All Pages. At this point you should have two pages. The first is called Home or About, 

and the second is called Blog. If you don’t want to use a blog in your website, you can delete the page. 
2. Mouse over your Home/About Page and click Edit. 
3. You can edit the name of the page if you want (If it is called About, you may want to change it to Home.) 
4. Enter your content in the text box (See below for adding content such as images, videos, and links.) 
5. To save your page, click Update – located at the bottom of the Publish box to the right of the screen. 

 

Edit Mode & Live View Mode 
1. To view your page the way everyone else sees it, click on View Page in the grey bar at the top of the screen. 
2. To return to edit mode, click Edit Page. 
3. You can also mouse over your name and click Visit Site / Dashboard to move back and forth between views. 

 

Adding a New Page 
1. Pages > Add New. 

Or – At the top of any existing page, click + New > Page. 
2. Enter a title and add content. 
3. If you would like this page to be a child (or a sub-page) of another page - in the Page Attributes box, click on the 

drop down arrow under Parent and choose the appropriate page. 
4. Click Publish to save. 
5. A link to your new page will appear on the navigation menu at the top right of your page when in live view. 

 

Changing the Page Template 
1. There are several templates to choose from. The choices are sometimes different depending on the theme you 

chose. Some templates have widget panels on either side, some have a widget panel only on one side. You can 
always try different templates and then preview the page to see how it looks. 

2. To choose a different template – in the Page Attributes box, click on the drop down arrow under Template.  
3. Some templates that may be available: 

a. Default Template: An empty page with left and right sidebars for widgets. 
b. Full Width Page: An empty page with only a left sidebar for widgets. 
c. Note: The left and right sidebar content remains the same on every page in the website. 

4. Click Publish or Update to save. 
 

Adding a Featured Image to the Top of your Page 
1. In the Featured Image box at the bottom right, click Set featured 

image. 
2. Click Upload Files. 
3. Click Select Files and browse your computer for an image. 
4. Enter Title, Caption, Alt Text, and Description information for 

your image. 
5. Click Set featured image. 
6. Bear in mind your image should be in landscape format for it to 

look right in the Featured Image space. 
 

Making a Page Private or Password Protected 
It’s possible to make your page Public, Private, or Password Protected. Public is the default setting – that means 

everyone can see the page. Private means only you can view this page, and Password Protected means only those with 

a password can access this page. 

1. In the Publish box, click Edit to the right of Visibility. 



2. Choose Public, Password protected, or Private. 
 

Adding and Editing Widgets (in the Sidebars) 
Widgets are items you can add to the sidebars. Most of the widgets available in the NOVA WordPress accounts are 

meant to be used with a blog page. If you are not using a blog page, you will only find a few useful widgets. 

Useful widgets when you don’t have a blog: Gallery, Pages, Image, Gallery, Search, Text box, video, audio. 

1. Appearance > Widgets 
2. The Primary Sidebar box contains all widgets that you will see on the left hand sidebar. 
3. The Content Sidebar box contains all widgets that you will see on the right hand sidebar. 
4. The Footer Widget Area box contains all widgets that you will see at the foot of the page. 

 

Add Widgets to a Sidebar 
1. Grab a widget from the selection on the left of the screen. 
2. Drag it into the Primary, Content, or Footer Sidebar box. 

Or -  
3. Click on the widget, choose the Sidebar you want it to go on, and click Add Widget. 

 

Edit a Widget (inside a sidebar) 
4. Click on the widget to open it. 
5. Edit the content areas. 
6. Click Save. 

 

Remove Widgets from a Sidebar 
1. Click on the widget. 
2. Click Delete. 

 

Note – you can also view and edit widgets via: Dashboard > Appearance > Customize > Widgets. 

 

Adding and Editing Content 
WordPress gives you a visual text editor – sometimes known as a WYSIWYG or What You See Is What You Get text 

editor. This is similar to using a word processor. If you would like more control, you can add HTML code by clicking on 

the text tab behind the visual editor. 

Inserting Images 
1. Insert your cursor where you would like the image to go. 
2. Click the Add Media button located above the text editor. 
3. Click Upload Files, then click Select Files (or find the document in the Media Library). 
4. Browse for your image and click Open. 
5. On the right side of the Media Library, under Attachment Display settings, you can choose the alignment of the 

image compared to the text on the page – Left, Center, Right, or None. You can also choose to link the image to 
a file, a page, a URL or nothing. 

6. When you are ready, click Insert into page. 
 

Note - When you click the Add Media button, it opens the Media Library. If you want, you can populate the Media 

Library first by going to: Dashboard > Media > Library, and clicking Upload Files. You can also add documents to the 

Media Library. 



Editing or Deleting Images 
1. Click on your image to reveal a small toolbar. Select an alignment button to change 

the alignment of the image relative to text and other elements on the page. 
2. Click the edit button to edit the image properties.  
3. Click on the remove button to remove the image from the page (this doesn’t remove the 

image from the Media Library.) 

 

Inserting an Image Gallery 
1. Click the Add Media button. You can either upload new images, or use images that you already have in your 

Media Gallery. 
2. Click the Create Gallery link in the left-hand navigation, then select the images that you’d like to insert into your 

gallery. 
3. Click Create a New Gallery. 
4. To reorder the images, simply click and drag. 
5. Choose size, placement and linking options at the top right of the screen. 
6. Add captions by clicking the “Caption this image…” text below each image, or by clicking on each image and 

editing the fields to the right of the screen. 
 

Adding Links (to external URLs or other pages in your Web Site) 

1. Select the text or image you would like to turn into a link. 

2. Click on the Insert Link button (looks like a little chain). 

3. Enter the URL and title, then check the box to open the link in a new window, OR –  

4. Click the down arrow next to “Link to existing content” and choose a page on your web site to link to. 

5. Click Add Link. 
 

Linking to a Document 
1. Enter the text you would like to link to the document. Highlight the text. 
2. Click the Add Media button 
3. Click Upload Files, and then Select Files (or find the document in the Media Library). 
4. Browse for the document and click Open.  
5. Click Insert into page. 

 

Adding a Video 
1. Go to YouTube and find the video you would like to link. 
2. Underneath the video, click on Share. 
3. Highlight and copy the code in the box. 
4. Return to your page in WordPress.  
5. Click on the Text tab, and paste the share code onto the page. 
6. Return to the Visual tab and see the video appear! 
7. Don’t forget to click Update before viewing the page. 

 
 

Adding a Blog to your Web Site 

Create a Blog Page 
1. Add a new page. Title this page “Blog”, and click Update. 
2. Dashboard > Settings > Reading 
3. Under the heading Front page displays, click on the down arrow next to Posts Page and choose your new page. 
4. Click Save Changes. 

 



Adding a New Blog Post 
1. Dashboard > Posts > Add New. 
2. Enter title and content of post. 
3. Click Publish. 

 


