
How to Post News and Events to the 
Wordherders Website 

• Get a username and password
• www.wordherders.com/wp-admin
• Login

http://www.wordherders.com/wp-admin


Dashboard



Post News

• Select “Posts”



Post News

• Select “Posts”
• Select “Add New”



1. Type the title of your news here; 
keep it short and sweet!

2. Type your news here.
3. Make sure to select yourself as 

author here.



2. Select “Save Draft” often.
3. Select “Preview” to see how it 

looks.
4. When it looks ok, press 

“Publish”.

1. Under categories, select:
• News
• Anything else that makes sense
• EXCEPT: don’t select “Books”



Create Event

• Select “Events”



Create Event

• Select “Events”
• Select “Add New”



1. Type the title of your event here; 
keep it short and sweet!

2. Type a description of your event here.
3. Pick “Events” as a category and any 

other subcategory/-ies



1. Specify the date and time.



1. Specify the venue. It may 
already be entered into the 
venue drop down!



1. Specify the Organizer(s). They may 
already be entered into the Saved 
Organizer drop down!

2. Specify the website if there is one.

3. Specify the Cost. If free, leave blan



1. Select “Save Draft” often.
2. Select “Preview” to see how it looks.
3. When it looks ok, press “Publish”.



Don’t worry…

• If you’re worried about how it will look, or whether you’ve done it 
right, just leave it as a draft and let me know. I’ll check it over and 
publish it for you!

• Questions?
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