Fairfield Blog - Registering to be an author and adding posts
Registration
To register to use the Fairfield Association Blog, go to http://fairfieldassociation.org/blog/ and click the ‘Register’ link at
the top of the page and follow instructions. You will then be sent a confirmation email with your username and
password.

Getting Started
1. Once you have received your confirmation email with password, click the ‘Login’ button on the Fairfield blog
page, type in the username and the password that was sent to you, and you should then see a screen similar to
the one below, known as the Wordpress Dashboard:
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Changing your password and adding an ‘Avatar’
1.

2.

First, you need to reset your password to something you’re more likely to remember. Click on the ‘Profile’
tab:

Scroll down until you see the ‘New Password’ area and type in your new password in the boxes:

3. If you’d like to add a small photo or image (avatar) to your posts, scroll down to the ‘Avatar’ area (if not, skip to
Point 5):

4. Click the ‘Choose File’ button and select your image file. Your image should appear as in the example below (try
clicking the ‘Update Profile’ button if it’s not showing):
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5. Once you’ve finished editing your details, click the ‘Update Profile’ button.
Adding a new post
1. Next you’re going to add a new post. Click on the ‘Posts’ tab and select ‘Add New’:

2. Give your post a title, and add some text.

3. If you want to add a graphic, click ‘Add Media’ button (see above), make sure the ‘Upload Files’ tab is selected,
and browse to your image file or drag it onto the window:
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4. Your graphic will then be added to the Media Library. With your graphic selected, add a title and alt text for
accessibility reasons, and click ‘Insert into post’ once you’re happy with any adjustments you may have made:

5. You can also include links within your posts by clicking the ‘Insert/edit link’ button (see below):
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N.B. If you are adding links please make sure the ‘Open link in a new window/tab’ checkbox is checked:

6. Once you are happy with your post, you need to assign it to a Category. If it’s a post you want to appear in the
Wildlife blog, choose the ‘Wildlife’ category, if it’s something relating to volunteering, you’d select the
‘Volunteering’ category. You can also choose more than one category.

7. The final thing to do before you publish is to add some tags for search-indexing purposes – try to choose tags
that people are likely to want to search for.
8. Finally, click the ‘Publish’ button and navigate to the relevant blog on the Fairfield site and refresh your browser
window to see your post:
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9. If you want to edit your post, just go back to it in the Wordpress window or rollover the title and select ‘Edit’ if
the post’s not open:

10. Once you’re happy with your edits, click ‘Update’ and remember to log out:

That’s all there is to it – Happy Blogging!
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