


HOW TO MANAGE: BLOG 

created: 6/2/2019 

1) Login to the SAJAC WORDPRESS ADMIN HERE: https://www.sajac.com/sajac/
wp-login.php  with the username and password provided to you.  You are either 
and ADMIN, EDITOR or CONTRIBUTOR to the site with different permissions for 
each assigned role. 

2) Once you are logged in, you can create, edit, delete and otherwise manage the 
posts for the blog and for the main SAJAC REPORTER PDF on the homepage. 
 
 
CREATE A NEW POST FOR THE BLOG 

3) On the left, roll your mouse over POSTS and you will see ADD NEW 

4) There are two CATEGORIES for the posts. One is called  HOME PAGE POSTS and 
the other is called SAJAC REPORTER. When creating posts, you will select and 
assign your post mostly to the HOME PAGE POSTS category as below. 

5) Once you have selected to ADD a new post, you will need to NAME the post where 
it says  ADD TITLE 

https://www.sajac.com/sajac/wp-login.php
https://www.sajac.com/sajac/wp-login.php


6) You can ADD CONTENT (text, images, etc)  to the box right below the ADD 
MEDIA button and all of the icons.


7) In order for this post to appear on the home page, we have to put a check box next 
to Home Page Posts on the right side of the screen under the CATEGORIES box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8) Lastly, if you are finished editing this post, you select the PUBLISH button for the 
post to appear on the home page. It will then be the latest post visible on the home 
page.  if you do not add the check box to the category Home Page Posts, the post 
will be added but not appear on the home page.  
 
EDITING EXISTING POST 

9) Once logged into the Wordpress Admin, Select POSTS on the left side menu

10)You will now see a list of all of the posts. 

 

 

11)Simply click on any post to edit it. Perhaps you don’t want to have a post viewable 
on the front page or the content is incorrect.




12)  REMOVE POST FROM HOME PAGE:  If you don’t want the post to appear on the 
home page, simple DESELECT the check box next to Home Page Posts then 
select UPDATE on the top right of the post. 

13)  MAKE THE POST A DRAFT: There are instances when you are not finished editing 
the post or not ready to post the post live on the website.  You can simply click on 
the post that you would like to edit. Then on the top next to STATUS you can select 
EDIT and then you will see the drop down to make it a DRAFT. Simple select 
DRAFT then select UPDATE and you are done. 
 
 
 

 
 
 
 
 
 
 
 

NOTE:  DELETING A POST you can roll your mouse over a post and select TRASH 
this will send the post to a TRASH link that you will now see above the posts, in the 
event that you would like to restore the post or made a mistake. 
 

 
 
 
 
 
 



Select the TRASH link, roll mouse over the post and select RESTORE.  
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 


