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Agenda

Discuss roles & responsibilities
Introduction to WordPress
Training
Follow-up questions
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Notes

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Introduction to WordPress

Log-in URL: 
www.sp2.upenn.com/wp-login

Username: sp2_firstname 
Password: sp2_password  
This password can be changed once you have logged in.  
Go to Users >Your Profile in the Admin Bar.
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Training Topics

Home Page 

Review all Type Styles

Primary Pages 
Editing an existing page 
Creating a new page 
Adding & editing quicklinks & resources 
Adding story slider 
Changing footer module (Discover & Calendar) 
Images and Videos

Resources

Charts

People 

Portals

Press

Publications

Discover SP2

Calendar
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Homepage

Pages > Home
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Type Styles

http://www.sp2.upenn.edu/help
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Things to Remember
•	 All external links should open in 

a new window.
•	 Make sure there are no extra 

spaces after periods or 
paragraphs.

•	 All text should be left aligned.
•	 If formatting looks incorrect, 

clear font formatting  
(click ‘toolbar toggle’,  
‘clear formatting’) 

Primary Pages

Pages > Select Page Name or ‘Add New’
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Website Help Section

http://www.sp2.upenn.edu/help
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Resources

Resources > Select Resource Title or ‘Add Resource’
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Charts

TablePress > Select Table or ‘Add New’
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People

People > Select Person or ‘Add People’
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Portals

Pages > Select Portal Page
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Press

Press > Select Article or ‘Add Press’
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Publications

Publications > Select Publication Title or ‘Add Publication’
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Discover SP2

Posts > Select Entry Title or ‘Add New’
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Calendar

Events > Select Event or ‘Add New’


