
 

Tech Summit Blog Site 

User Manual 

 

9/13/2013 tech-summit-blog-user-manual.doc 1 of 7 
Ver. 1.0 Prepared by Mark Warrick for Applied Voice Speech Technology 

1. WordPress Blog Tutorials 

If you have never worked with a Blog before, a good place to learn about them is at the Wordpress documentation 
website: http://codex.wordpress.org/Writing_Posts 
 

2. WordPress Login 

To login, go to: 
http://www.partnerxpress.com/blog/wp-admin 
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3. WordPress Dashboard 

The WordPress dashboard contains links to all the administrative functionality and the latest activity on the blogs. 
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4. Adding Blog Posts – What to Do and Not Do 

4.1 Blog Post Form 

Once logged in, go to: Write > Write Post 
 
You’ll notice some familiar formatting buttons above the body portion of the post  These work similarly to how you 
format documents with Microsoft Word.  The far right button opens up a second set of tabs for advanced controls.   
 

 
 
The following should all have content: 

• Title (Keep it short) 
• Body of the post  

o HTML markup and picture uploads are allowed. Click on “Code” before enter HTML. 

o You can copy and paste from Microsoft Word – use the advanced control . 

• Category 
o Check at least one category. 

• Post Timestamp (defaults to the current date and time) 
o NOTE: If you enter a post date/time in the future, the post will not show up until then. 

 
Optional fields: 
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• Tags (used for the Tag Cloud links in the navigation) 

• Uploaded image(s) and/or files 

 
•  
• Discussion 

o Allow comments? (checked yes by default) 
 
Don’t change any of these fields: 

• Optional excerpt (RSS feeds are blocked by password) 
• Trackbacks (Not used in this site.) 
• Custom fields (DO NOT CHANGE) 
• Post password (Not necessary as the entire Blog system is protected.) 
• Post slug (PermaLinks are not used in this website.) 
• Post author (Defaults to YOU by default and should not be changed.) 
• Post sticky status (This is an Editorial decision) 

 

Important Note for Contributors:  While your Blog post is under 

review, you can make changes to it, but once it has been 

approved, you will not be able to edit or delete your post. 
 
 

5. Workflow 

 
Contributors write 
Blog posts � 

Editor reviews and communicates via 
email if changes are needed.  Once 
final, post goes live. � 

Contributor receives an email 
notifying them that the post is live on 
the website.  Contributor cannot edit 
or delete.  Communications regarding 
the post go through email. 

 
NOTE: Authors can post without Editor approval.  Their posts go live the moment they click “Publish”. 
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6. Daily Editor Task: Check New Posts 

From the Dashboard, go to Manage > Posts 
 
To view the latest posts, select the Status “Pending Review” and then click the “Filter” button. 
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7. Daily Editor Task: Check Comments 

From the Dashboard, go to Comments > Awaiting Moderation 
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8. Content Teams 

Each editor will be responsible for a group of contributors. 
 

Edited by Tom Minifie 
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