Update Plugins In WordPress Dashboard

Go to Plugins > Installed Plugins.
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£¥ There is a new version of MetFor

If an update is available, you'll see a notification under the plugin name with an “Update
now” link.

Flugins addnew

Dashboard
A7) | Imactive (7) | Recently Active (1) | Update Available (2)
Posts
Bulk Actions ¥ Apply
] Media
Plugin DS criplion
B Pages
Contact Form 7 Just anpther contact form plugin. Simple but floxble.
Comments \ v Dl
- Activate | Edit | Delete Version 4.7 | By Takayuki Miyashi | View details
ApPEarance : : )
Digable REST AP Disable the use of the JS0MN REST AP on your wobsite to anonymous users
PFiugins 2 Activate | Edit| Delete ‘ersion 1.3 | By Dave McHale | View detalls
Installed Plugins . . . . . i i
- Easy Teslimonials Easy Testimonials - Provides custom post type, shoncode, sidebar widget,
Add Mew } b . . . ’
R e Activate  Edit Delete Version 2,2.1 | By Gold Pluging | View details

Editor

3 There is o now version of Easy Testimonials available, View version 2.2.2 detalls or update now,

o LUsers
o Tools Envira Gallery Envira Gallery is bost responsive WordPrass gallery plugin.
M Sottings Activate | Edit - Delote Verslon 1.5.8.8 | By Ervira Gallery Team | Visit plugin site
Oc Site Reviews Receive and display it reviews

Activate  Edit  Deleto Version 2.1.0 | By Paul Ryley | View details

¢ There |5 o naw version of Site Reviews avallable, View version 2,11 dolails or update now.

Click “Update now

Wait a few seconds - it should update automatically.



Install NEW PLUGIN In WordPress Dashboard

Go to Plugins > Add New.
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Classic Editor Install Now
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TinyMCE, Meta Boxes, etc
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extend this screen.
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WordPress and
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Use the Search bar (top right) to find the plugin you want.
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Click Install Now on the plugin you want.

1. After installation, click Activate to start using the plugin.
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Improve your WP security
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/" How to Add a Post in WordPress

In the left-hand menu, go to Posts > Add New.
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Hello world!

You'll be taken to the post editor screen.

Write Your Post

e Title: Add a title at the top.
e Body: Use the block editor (Gutenberg) to write content. You can:
o Type paragraphs

o Add images, videos, buttons, lists, quotes, etc. using the “+” button (top-left
orinline).

e Format your text as needed using the block toolbar.

< Post Settings (Right Sidebar)

e Categories: Choose or create a category.
e Tags: Add relevant tags.
e Featured Image: Set an image to display on blog listings.

e Excerpt: Optional summary of your post.
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%’ Publish the Post

e Click the “Publish” button in the top-right corner.

e Confirm by clicking “Publish” again in the confirmation popup.
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“.. How to Edit a Post in WordPress

1. Log in to your WordPress dashboard (yourdomain.com/wp-admin).
2. In the left-hand menu, go to Posts > All Posts.
3. Find the post you want to edit:

o Use the search bar or scroll through the list.

4. Hover over the post title and click Edit.
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You'll enter the post editor where you can:

e Change the title.
e Edit or add new content blocks (text, image, video, etc.).

¢ Modify categories, tags, featured image, or excerpt in the right sidebar.

When you're done editing, click:

e Update (top right) to save and publish the changes.



HOW TO DUPLICATE POST AND PAFES

1. Now go to Posts > All Posts or Pages > All Pages.

2. Hover over the post/page you want to duplicate.

3. Click “Clone” (creates a draft copy) or “New Draft” (opens it for editing right away).

@ This copies content, categories, tags, featured image, and more.
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“.. How to Edit a Post with Elementor

{4 Step-by-Step:

1. Go to Posts > All Posts.
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2. Find the post you want to edit.

3. Hover over the post title and click Edit with Elementor (you'll see this only if
Elementor is enabled for posts).

4. The Elementor editor will open:

o Use the widgets panel on the left to drag elements (text, images, buttons,
etc.) onto your layout.

o Click on any existing element to edit its content, style, and advanced
settings.

5. Once done, click the Update button (bottom left) to save your changes.
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Edit an Existing Page in WordPress

1. Go to Pages > All Pages.

2. Find the page you want to edit.

3. Hover over the page name and click:
o Edit (opens the WordPress block editor — Gutenberg), or
o Edit with Elementor (if you're using Elementor).

4. Make your changes (text, images, layout, etc.).

5. Click Update to save changes.
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Add a New Page in WordPress

1. Go to Pages > Add New.
2. Enter a page title (e.g., “About Us”).
3. Add your content using:
o The Block Editor (Gutenberg) by default, or
o Click Edit with Elementor for drag-and-drop design.
4. Choose page attributes (optional):
o Parent Page, Template, Order (in the right sidebar).

5. Click Publish (top right) to make it live.

@ A WordPress 4 New <#>10Web Booster Manage 10WEB Cache Howdy, admin [l
Screen Options ¥ Help ¥
@ Dashboard Add New page
\CRIOWEBCRche [ How to Add Pages in WordPress: A Step-by-Step Guide ] Publish v a
A Posts
Save Draft Preview
S [save ot ] [review |

Status: Draft Edit
B Pages G Edit with Elementor ¢ status: Ora !

© Visibility: Public Edit
All Pages

i) Publish immediately Edit
Add New Page Q3 Add Media m Visual  Text
% Comments Paragraph v B I = I 66 = = =E L ZE B O b m

<#> 10Web Booster

* Al Assistant Page Attributes PNEVIIN
3 ssistan
Parent
B2 WooCommerce
(no parent) v
& Products
Template
a1l Analytics
Default template v
€© Marketing
Order
® Elementor 0

% Templates
2 Need help? Use the Help tab above the
screen title.
¥ Appearance

K¢ Plugins o
Word count: 0 Hide Titles ANV o4




«% Extra: Using Elementor to Design the Page
e |If Elementor is installed, you'll see a “Edit with Elementor” button.

e Clicking it opens the Elementor interface where you can drag widgets and design
visually.
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The Elementor editor will launch:

e The left panel contains all widgets (Text, Image, Button, etc.).

e The right side is your live preview (drag-and-drop editing).
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Edit content by:

e Clicking any element on the page to change text, images, colors, etc.

e Dragging new widgets from the left panel into the page.
To change the layout or section structure:

e Click the “+” icon to add a new section.
e Choose a structure (1 column, 2 columns, etc.).

e Drag widgets into the columns.

When done, click the green “Update”“PUBLISH” button in the bottom-left corner to save
changes.
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How to Edit a Menu in WordPress

1. Go to Appearance > Menus.

2. If you have multiple menus, select the one you want to edit from the dropdown and
click Select.

“.. Edit Menu Items

e To add items:
o On the left side, choose Pages, Posts, Custom Links, or Categories.
o Check the items you want.
o Click Add to Menu.

e Toremove an item:
o Click the arrow next to a menu item and click Remove.

e To rearrange items:
o Drag and drop to reorder.

o Drag slightly to the right to make it a submenu (dropdown).
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Click Save Menu when done.
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