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Login 
 

 

Navigate to: https://ales-cms.ales.ualberta.ca/*Your Site Here*/wp-admin/ 

or the URL of your website + “/wp-admin” 

(http://examplesite.ualberta.ca/wp-admin) 

 

Enter your Username and Password.  

 

 

First.Last and your ALES password 

(same one you use to log into your computer). 
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Website Dashboard 

 

 

1. Logout and User Profile – use this area to exit the website editing system or to change your user 
password. 

2. Main site commands 
3. Pages – this is where you choose to edit or add new pages 
4. Media – all images and documents (jpg, gif, pdf, word, etc) are stored in this area 

 

Editing menu order or structure 
Please see your ALES-Web team for additional training. 

 

Add a new page 

 

1 

2 
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Move a page 

 

Hover over the page to move. Click move. The page will now be highlighted with a yellow bar. 

 

 

Move your mouse pointer to the destination location for the new page. Click the appropriate button to 
insert the page after the destination page, before the destination page, or make it a subpage of the 
destination page.  

NOTE: This does not add the page to the menu or navigation structure. Altering this page arrangement is 
only for your ease of use within the editing tools. 
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Select a page to edit 
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Hover over the page name and then click Edit when it appears. 

 

 

Edit a page 
Depending how the page is set up, you will see one of two views. 

 

Simple page layout 

 

This edit interface is the common one used to edit both Simple and Modular pages.  
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Editor Interface, Uploading and linking to Images and Documents 
Add images and documents 
Images 
Uploading an image or document. 
In the edit interface, move the cursor where you’d like the image to appear. Click the Add Media button. 

 

From the Add Media popup window, either drag-and-drop (from your desktop) the image/document or 
press the ‘Select File’ button and choose the image/document from your computer. The file will be 
uploaded to the Media Library.  

 

Inserting an image 
Once uploaded, the image will be preselected. It’ll have a blue checkmark in the upper right corner. 

 

Press the blue ‘Insert into page’ button in the lower right to insert the image into the content. 
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If you have an image already in the Media Library, press the Add Media button. 

 

 

Select the Media Library tab (if it’s not already selected). Then either scroll to your item or use the 
‘Search media items…’ box to filter the presented options. 

 

 

Once selected the image will have a blue checkmark in the upper right corner. 

 

Press the blue ‘Insert into page’ button in the lower right to insert the image into the content. 
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Documents 
This description assumes the document has already been uploaded to the Media Library. See the first 
part of the Images section (above) to review the uploading instructions. 

To link text to a PDF or Word doc: 

1) Select the text that you want to be the link. Then copy the text (Ctrl+C) 
2) Click the ‘Add Media Button’ 

 

 
3) Select the Media Library tab (if it’s not already selected). Then either scroll to your item or use 

the ‘Search media items…’ box to filter the presented options.
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4) Click on the document. This will select it and put a blue box/check mark in the upper right 
corner of the selected document. 

 
5) Then, go immediately to the ‘Title’ box in the attachment details section on the right. 

 
Paste in the text you copied to your clipboard from step 1 above. 

6) Then Press the blue ‘Insert into page’ button to complete linking your document to this content. 
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Visual editor vs HTML editor 

 

Visual is a What You See is What You Get editor (similar to Word or other online content editors). Text is 
a raw HTML text editor. 

 

Editor Menus 
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Editor Toolbar Toggle 
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Shows or hides additional features of the editor. 

 

 

Content Information 

 

At the bottom of the edit window. Displays last edit detail and current word count. 
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Screen Options 

 

At the top of the edit window is a tab labeled Screen Options. Clicking it reveals a dropdown that allows 
you to add or remove various edit components in the Edit Window. 
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Content Versions or Revisions 

 

In the screen options, check the Revisions checkbox to enable viewing revisions. Here you can review 
previous versions of this content and, if necessary, revert back to a previous version. 
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Once you’ve completed reviewing versions, the Return to editor link in the upper left corner will take 
you back to your content. 
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Publishing your content 
 

 

 

1. Content can be in one of three states: 
a. Published – this content is public and on the Internet 
b. Draft – this content is not yet published 
c. Pending Review – this content is final content, but a website Author, Editor, or 

Administrator has to review it yet. They have the ability to publish this content. 
2. You can also hide final or Published content by editing the visibility of the content. 

  

1 
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View your site 

 

Modular page layout 
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