
Documentation Videos - WordPress
 
Video #1 - WordPress Basics
This video covers some of the basic features of WordPress. WordPress is a content 
management system that allows you to edit your courses’ text and images without touching any 
of the code.  This is the platform used for your online course.  First, we will begin by logging in 
to your course site.  
 

 
Logging In

Type in the following website address (http://courses.dcdcgroup.org/yourcourse/wp-
admin)  into the address bar in your browser.  This address was given to you when you received 
your course.  This will take you to the login screen for your course.  For this example, we will be 
using MBBE 110: Aquaponics.
 

 
Type in your username and password given to you when you first received your course.  Then 
click the log in button.  You may want to click the “Remember Me” checkbox to avoid having to 
re-type your username and password every time you log in.



 
● Dashboard basics

After logging in, you will see the administration panel or dashboard.  The dashboard is 
divided into different sections - header, main navigation, and work area.  The header 

(top, shaded in grey) shows the name of your course.  Along the left side of the screen is the 
main navigation.  This is where you can access all of the WordPress editing tools.  However, 
you will only need to access a couple of these tools to edit the content for your course and we 
will cover these tools in a minute.  The main area in the middle of the screen if called the work 
area. 
 

 
 

● Main Navigation (left-side tools)
Along the left side of the screen are the main editing tools for your course.  Each of the 

names along the side are for the main folders.  There are sub-folders that can be accessed by 
either clicking on the name of the tool or clicking on the down arrow to the right of the name.  
The tools that you will most likely use are modules and media. 

● Modules
Under pages is where the majority of the content for your course is located.  

● Media
Photos and video are a great way to enhance your course.  Adding them and 
managing them is easy.  



 
 
Video #2 - Editing Course Content (Modules)

● Basic Editing
○ Adding course content

1. First, navigate to the modules section.  You can get there by either clicking 
on Modules on the left navigation bar or click on the down arrow (right of Modules) and 
select Manage.
 

 

 
2. The main page of the modules with a list of all of your modules should appear.   



 
 

  
3.  Click on the module (ex. Module 4: Hydroponics) that you want to edit.  
4.  The Edit Module screen will come up.  There are several areas where you can 
add, modify or delete content.  These include the module introduction, tagline, 
due date, and module image. This is also the page where you edit the different 
sections within your module.  For example, the objectives, readings, lectures, 
etc.
 

 



● Basic Editing continued
○ Editing module introduction

1. The field at the top of the page is where you add your module introduction.  
Make sure the tab called Visual, near the upper right of the field, is selected.   
 

 
2.  There are two ways you can enter the text into this section.  First, you can 
directly type into the field or copy/paste from Word (BASIC).  Note: if you copy 
and paste from Word, there are several steps that need to be taken to remove 
some formatting that Word attaches to the content (ADVANCED). 
 
3. If you want to directly type your introduction into the field, place your cursor in 
the upper left hand corner of the field and begin typing.  After you are done, there 
are several basic formatting tools, similar to those in Word, that you can use to 
customize your introduction.
 

 



 
4.  If you want to copy and paste from Word, there are several steps you need to 
take beforehand.  Note: You need to have a plain text editor such as Notepad or 
Notepad++ for PC’s or TextEdit for the Mac downloaded to your computer.  
 
5.  Open the Word document that contains your module introduction.  Also, open 
the plain text editor.
 
6.  Copy your introduction from Word and paste it into the plain text editor.  
 

 
7.  Now, copy and paste your “introduction” from the editor to the introduction 
field in WordPress.  Similar to Word, you may format your text with the tools in 
WordPress, such as Bold, Italics etc.
 

 
8.  After you are done formatting or when you are ready to view the final 
product, remember to select the UPDATE button on the right side of the screen.  
This “saves” your changes.
 



9.  You should now see that the page has been updated.  You can immediately 
see the page by clicking “View page” next to Page updated, near the top of the 
screen.  This will take you to the “actual” module page in WordPress.
 

 
● Basic Editing continued

○ Editing Magic Fields Custom Fields
1. These are the fields that allow you to change the module’s tagline, due date and 
sidebar text.   

 



 

 
2.  To edit these fields, click on any of them.  For example, we will edit the “Did 
you know?” sidebar information on this page. Once I click on the “Did you 
know...” section, all three fields expand and I can now edit their content. You can 
directly type the information into the field (or insert text as described in previous 
steps). Once you are done, click on Update button to save your changes.  
You can view your changes by selecting View page at the top of your screen.

 



 
● Basic Editing continued

○ Editing section content
The section content fields are located below the Magic Fields or Custom Fields.  
This is where you can add, edit or remove sections such as your objectives, 
readings, resources and assignments for your course.

 

 
1.  Click on the section you want to edit.  This section will drop down and present  
editing fields.  
 

 
 
 
2.  There are two ways you can enter the text into this section.  First, you can 
directly type into the field or copy/paste from Word (BASIC).  Note: if you copy 
and paste from Word, there are several steps that need to be taken to remove 
some formatting that Word attaches to the content (ADVANCED).  Please refer 
to steps 4-7 under Editing Module Introduction.  We will repeat those steps here.  

 
3.  If you want to copy and paste from Word, there are several steps you need 
to take beforehand.  Remember: You need to have a program called Notepad or 
Notepad++ downloaded to your computer.  
 
4.  Open the Word document that contains your module objectives.  Also, open 
Notepad++.
 
5.  Copy your objectives from Word and paste them into Notepad++.  Then, 
delete the numbers in the list.  
 



 

 
6.  Now, copy and paste your “introduction” from Notepad++ to the introduction 
field in WordPress.  To turn the format the objectives into a numbered list, put 
your cursor at the beginning of the first item in the list, click on the numbering or 
ordered list button. Then go and put your cursor at the beginning of the sentence 
for each objective and click enter.  This will create your numbered list.
 

 

 
7.  After you are done formatting or when you are ready to view the final product, 
select the UPDATE button on the right side of the screen.  This “saves” your 
changes.
 
8.  You should now see that the page has been updated.  You can immediately 
see the page by clicking “View page” next to Page updated, near the top of the 
screen. This will take you to the “live” module page in WordPress.



 

 
● Adding/Removing a Content Section

The section content fields are located below the Magic Fields or Custom Fields.  This 
is where you can add, edit or remove sections such as your objectives, readings, 
resources and assignments for your course.

1. First, navigate to the edit modules screen.  
 

 
2.  Scroll down to the bottom of the screen. Initially when the course was created, 
one to three sections were created as defaults. These defaults can be easily 
edited or deleted, depending on your preference. 
 

 
3.  To edit an existing section, scroll your mouse over the section until the arrow 
turns into a hand. A box will appear saying, “click to edit field data”. Click once. 
The section will open for you to edit its contents.
 



4.  Now, you can edit the title and content for the section. You can use the same 
steps for adding content as described in “Editing module introduction”.
 
5.  To add a section, scroll your mouse over the words “Add Another Section”. 
Click once. A new section will open for you to edit its contents.  
 

 
6.  Use the same steps for adding content as described in “Editing module 
introduction”.
 
7. To remove a section, scroll your mouse over the words “Remove Section”. 
Click once. A window will open asking you to confirm the deletion. Click on Ok.
 

 
 
 

● Moving a Content Section
1. Scroll your mouse between the sections until it turns into double arrows. Click 
and hold down the pointer and you can drag and move the section now.
 

Video #3 - Basic Formatting and Working with Links
● Formatting text

1. There are several basic tools in Wordpress that can be used to format text 
- bold, italics, strikethrough, underline, bullets, list, indent, and alignment. The 
buttons for these tools are located in a toolbar above the box where you enter 
text. 



 

 
● Adding/Editing Links

1. To add a link to a URL, first highlight or select the text where you want to add 
the link. Then click on the link button. 
 

 
2. A window will open  where you can copy and paste the URL address. For 
clarity, include a basic title for the website link. Check the box “open link in a new 
window/tab” if you want the website to open in a new page. Click Add Link button 
when you are done. 
 

 
3. To unlink, select the text and click on the unlink button.
 



 
 
Video #4 - Media, Resources and Images

● Inserting Images
1. To insert an image, place your cursor at the point in the text where you want 
the image. Click on the Add Media button.
 

 
2. A window will open. You can add images from your computer, from a URL or 
media gallery (previously uploaded images). Click on Select Files. 
 

 
3. Navigate to the image you want to use. Click on the image to select it. Click 
OK. The window will show you a preview of your image. You can add a title, 
caption and description for the image. You can select alignment (non, left, center 
or right) and select the size of the image (thumbnail, medium, large or full size). 
 



 
4. Once you make your choices, click on the Insert into Post button. Your image 
should now appear in the window with your text. 
 

 
● Editing an Image

1. To edit an image, first select the image by clicking on it once. Two buttons will 
appear in the upper left-hand corner of the image. Click on the Edit Image button, 
on the left. This will open a window where you can edit the settings for the image. 

 



 
● Deleting an Image

1. To delete an image, first select the image by clicking on it once. Two buttons 
will appear in the upper left-hand corner of the image. Click on the Delete Image 
button, on the right. This will immediately delete the image. If you delete an 
image by accident, immediately click CTRL and Z to undo the deletion. 
 

 
● Inserting a Video Link

1. To insert an a video, highlight the text where you want to link the video. Click 
on the Add Media button.
2. A window will open. You can add videos from your computer, from a URL or 
media gallery (previously uploaded videos). Click on Select Files. 
3. Navigate to the video you want to use. Click on the image to select it. Click 
OK. The window will show a thumbnail of your video. You can add a title, caption 
and description for the video. 
4. Once you make your choices, click on the Insert into Post button. Your video 
should now appear in the window with your text. 

 
 


