
Editing in WordPress
For sites on www.trincoll.edu



Login
1. Go to: https://www.trincoll.edu/wp-admin/

2. Click the link that says SAML Login

3. Enter your Trinity credentials

4. This will take you to the WordPress dashboard

https://www.trincoll.edu/wp-admin/


Once you have logged in 
you will find the sites you 
have access to edit under 
the “My Sites” heading in 
the top left corner.

Hover over My Sites and 
then navigate to the 
Dashboard for the site you 
want to edit.



Your WordPress Dashboard
From here you can access 
the pages of your website 
and the images or 
documents you want to 
make available.

To edit the pages of your 
site, or to add a new page, 
choose Pages in the left-
hand column.



To edit a page, click on “Edit” in the Pages directory 



Editing the page

Title: This appears in the header space of 
the page, if you use a header image, the title
will be overlaid on the image so you may
want to consider the length of the title and 
the composition of the image as they relate
to each other.

Header Image: Must meet the minimum
dimensions stated (1440 px wide x 617 px
tall) but does not need to be those exact
measurements (for example 1600 x 1200
would work fine).

Intro Paragraph: The intro paragraph is a 
larger font than the body copy. It is meant 
to be a sentence or two that describes the
content on the page or a subhead for a 
story.



Editing body copy

The WYSIWYG (What You See Is 
What You Get) editor accepts 
text copied and pasted from 
Word files, usually this retains 
the bold, italics, and links from 
another source if you are 
copying and pasting content into 
your web page. The tool bar 
icons allow you to style the text, 
add a bulleted or numbered list, 
make links, add images, or add 
tables.



Hovering over the icons will tell you what each one does and show keyboard shortcuts (if available).



Making hyperlinks
To make a link, highlight the text that will be 
the link, then click the inset/edit link button.

Paste the url of the destination page 
or website into the box and click the 
blue “Apply” icon.

Clicking on the gear will open a 
properties window which allows you 
to choose to have the link open in a 
new window.



Page Attributes

If you want to change the order of 
the page in the dropdown menu, or 
change a page to be a child page 
(subpage) of another page, you can 
do that in the Page Attributes 
section of the page.

(no parent) means the page is a top-
level page and will appear in the 
dropdown “In This Section” menu 
on your site’s main landing page. To 
choose another page as a parent, 
simply click the arrow and the other 
published pages will appear so you 
can choose a different parent.

If you want to change the order of 
the page in the “In This Section” 
dropdown, change the number you 
see in the Order box. If no number 
is chosen, the default is zero and 
that will put the page at the top of 
the dropdown menu so be sure to 
fill this box in if you have more than 
one page.

Parent page

Child page



Previewing and 
Publishing
Once you are done 
editing the page, you 
can choose to preview 
your changes before 
publishing. The 
preview will open in a 
new tab.

If you are ready to 
publish the changes, 
click the blue 
“Update” button. 



Adding images

Images for your site are stored in 
the Media library. Some image 
fields require that the pictures 
meet minimum size 
requirements. Those pixels 
dimensions are listed where the 
image is inserted, for example 
the header image.

Other images that you would like 
to have embedded alongside 
text can be any size. It’s a good 
practice to keep the file size 
under 1 MB to minimize page 
load time.

To add a new image, click the 
Add New button.



A pop-up window will allow you 
to navigate to the location on 
your computer where you have 
the image. Select the picture 
and click “Open.”



Fill in the Alt Text field
Alt text is used by screen 
readers to describe the 
picture. This is not the same 
as a caption. It should 
describe the image, students 
talking with a professor in a 
classroom, for example. It 
helps us to be compliant 
with federal guidelines for 
accessibility so it’s important 
to remember this step.



Adding the image to the page

Put your cursor where you want 
the picture to appear, then click 
the Add Media button.



Select the image you 
want to place on the 
page. On the right side 
of the screen you will 
see the image 
properties and settings. 
Here you can enter a 
caption, add text to the 
Alt Text field, choose 
how to align the image, 
and what size the image 
should be on the page. 
Then click Insert into 
page in the bottom 
right corner.

To make the image also 
be a link, click the “Link 
To” dropdown and 
choose Custom URL, 
then paste in the URL 
for the page or pdf you 
want to link to.



Adding a pdf file

You may also upload pdfs to the 
media library. Use the same method 
as uploading an image to the library.

Once the file has uploaded, you will 
want to copy the url of the pdf so you 
can make a link to it on a web page.

Look for the button on the right side 
of the screen that says “Copy URL to 
clipboard” and click the button. This 
will be the link you use on your web 
page.



If you want to replace a pdf with 
an updated version of the same 
document, but you would like the 
URL to remain the same, you can 
use the Replace Media feature. 
This is useful if it is a document 
that you have made links to in a 
number of places on the website 
and you don’t want to have to 
update all of those links.

In the Media Library, hover over 
the file you would like to replace. 
You will see some options appear 
under the file name. Select 
“Replace media.”

On the screen that loads, you will 
upload the new file to replace the 
existing one. 



Click in the white box on the right, this will pop open a window 
allowing you to pick the new pdf from a location on your 
computer.

The three choices in the Options box on the lower portion of 
the page are related to the date of the file in WordPress. It will 
not show a date or alter a date that exists in part of the 
document itself. 

Leave the button checked for “Just replace the file.” This is a 
more reliable method of being sure the new document loads 
when someone clicks on the link from an outside source. 

Finally click the Upload the button at the bottom of the screen. 
Be aware that the site cache and your browser cache may 
mean that you don’t see the new document immediately after 
uploading the new version. Try clearing your cache or view it in 
a browser you haven’t previously used to view that link. Have 
patience!



Add a new page or new 
child page
The easiest way to add a 
new child page (which 
will create the drop down 
menu “In This Section” in 
the header of your main 
page) is to click on the 
three horizontal dots at 
the right edge of the page 
under which you want 
the child page to live, and 
click “Add Child Page.”

You can also add top level 
pages and place them in 
the order you want by 
choosing the “Insert Page 
Before” or “Insert Page 
After” options.



Components

Your site may have some components on it that you 
want to edit, or you may want to add or subtract 
components as your needs change. There are two 
groups of components available, In-Content 
Components and Full-Width Components.

In-Content Components are the same width as the 
main WYSIWYG component. All In-Content 
components must be placed on the page above any 
Full-Width components. Click the Add Component 
button to see the list of available options. If you 
choose to add a component, by default it will come 
after any of the main elements or other In-Content 
components you already have on your page. You 
can click and hold, then drag the new component 
into the place where you want it to be.

Full-Width Components run the full-width of the 
web page, extending beyond the text area of the 
main WYSIWYG component and so they must 
appear below any In-Content component. You may 
click and drag them around within the lower 
portion of the page.



In-content Components

Topic Rows
Topic rows can be used to feature or highlight something on your website, 
or as a more visual navigation to supplement the "In This Section" 
dropdown menu.

Each topic row requires a title, blurb, link title, link URL, and an image. You 
also have the option of adding an "eyebrow" which appears as a light 
blue, small caps heading above the title field, and you can choose whether 
the image displays on the left or right side. There is also the ability to add 
a YouTube video to play in place by adding the YouTube link (not the 
embed code, just the link) in the Video URL field.

To add a new topic row to the bottom of the existing topic rows, scroll to 
the bottom of the section and click “Add Topic.”



If you want to add a row in 
between existing rows or 
above the top row, hover 
your mouse in the gray bar 
at the right edge of the 
component. You will see a 
little plus or minus symbol 
appear, allowing you to 
insert a new topic row or 
delete an existing row.

You can also rearrange the 
order of the topic rows by 
clicking and dragging in the 
gray bar on the left edge of 
the component.



Link List
Each link list requires a title 
which sits above the links and 
gives context to the links 
below.

Every link then has a title and 
a URL, which must be 
absolute, not relative. 
Meaning you need to copy 
and paste the whole URL, 
including the https:// and not 
just www.trincoll.edu/XXX

You can add a link to the 
bottom of the list by clicking 
the “Add Link” button at the 
bottom of the component, or 
add a new link to any place in 
the list by clicking on the little 
plus (or minus to remove) 
icons in the gray bar at the 
right edge.

http://www.trincoll.edu/XXX


Testimonial

Adding a testimonial component is a great way to add a personal touch to a web page and you don’t have to have an image to be 
able to use it.

Click the In-Content Component button and choose Testimonial. Fill in the required Quote, Quote Attribution, and Quote Attribution 
Context fields. The component will style the text as you see in the example below. If you want to have an image in background, click 
the Add Image button and choose the image. Be aware that the image will crop off some of the top and bottom of the image, based 
on the length of the quote. It’s a good idea to choose an image where the focus of the image is near the center.



Facts and Stats

The Facts and Stats component allows you to feature a 
number and a sentence for context. It can be used with 
or without a picture.

To add a Facts and Stats component, choose it from the 
options under the In-Content Component button. Enter 
the number you want to highlight and the context for 
that number. If you want to add an image, click the Add 
Image button and choose one from media library or 
upload a new one. Be aware of the image size 
requirements and that the image will crop out the top 
and bottom of the image depending upon the length of 
the text in the Context field.



WYSIWYG

You can also add another WYSIWYG box 
if, for example, you want to have some 
text below some Topic Rows.  It has the 
same functionality as the main text field 
at the top of the page.



Accordion FAQ

The Accordion FAQ component allows you to 
create a collapsible Question and Answer 
format on a page.

You will need a Title for the FAQ component, 
for example Application Questions, Housing 
FAQs, etc. The Item Title field is where you 
put the question, the answer goes in the 
Item Content field, which also has the same 
functionality as the WYSIWYG editor so you 
can make links, add a bulleted list, insert a 
picture and so forth.

Continue adding more FAQ Items by clicking 
the Add FAQ Item button in the lower right-
hand corner of the component or use the 
small plus symbol in the right-hand column of 
the component to insert a new item between 
existing ones. You can also rearrange the 
order of the FAQ Items by dragging and 
dropping on the left-hand side of the 
component.



Full-Width Components
Important Now Component

The Important Now component is designed to be a way for 
you to add information about upcoming deadlines or feature 
content that you want to rotate out over time.

You do not need to put a title or subtitle, know that if you do, 
the title appears in small type and the subtitle appears in 
large type.

The sections require a title, link to the page or other source 
you want to direct traffic to, and an image that must be at 
least 980px square. It does not need to be a square image 
but if it isn’t, be aware that the image will only display what 
fits in the square format.

The description field isn’t required but it’s useful to tell 
visitors what is important about the content you want them 
to read. A sentence or two is best, it is not designed for a lot 
of text.

To add a section, just click the Add Link button. Three to four 
sections usually looks best, depending on the text in the 
description field. You can also add a section in between 
existing sections by hovering your mouse in the right-hand 
column and clicking on the + button.

You can rearrange the order by clicking on the left side 
(where the numbers appear) and dragging them into place.



Related Events

If you have events that have been booked and approved in 
EMS, you can add details to those events in the LiveWhale 
calendar system and have a widget pull those events onto 
your website. Instructions for LiveWhale are available 
from the Office of Communications.

Once you have the information required from LiveWhale, 
click on Add Component button under Full-Width 
Components and choose Related Events. A title is not 
necessary but it does provide a visual break between the 
components. Calendar link is a required field. If you do not 
have a specialized calendar link, contact Communications, 
or use the public calendar http://events.trincoll.edu/. The 
LiveWhale Widget Embed Code is the first section of code 
provided after creating a widget in LiveWhale. It is just the 
part that begins and ends with the <div> code, for 
example:
<div class="lwcw" data-
options="id=18&amp;format=html"></div>
Each calendar has a unique id number.

http://events.trincoll.edu/


Related News

Adding a Related News component allows 
you to have a feed of articles that have 
appeared in the News section 
of trincoll.edu automatically pulled onto 
your page based on a related news 
category. Simply choose from the 
drop down menu the news category that 
matches your site. If you don’t see an 
appropriate category, contact 
the Office of Communications to ask for it 
to be added. The component will display 
the three most recent articles that match 
with the category you chose.

https://www.trincoll.edu/news


Media Gallery
The media gallery component provides a photo 
gallery option that you can add to any web page. 
There isn’t a limit on the number of pictures you 
can include but there is a minimum size for each 
image, 980px x 740px. There is a caption box for 
each image as well. 

To add images, click the Add Media button, then 
click the Add Image button. If the image is not 
already in your media library, simply choose the 
Upload Files option in the top left corner of the pop 
up window. Remember to fill in the Alt Text field for 
the images you select if it isn’t already filled in, 
then click Select. Add a caption, then click Add 
Media to add another image. 

The media gallery also supports videos if they are 
uploaded to YouTube or Vimeo and you have the 
link for that video. A static image is still required 
even if using video so you will want to have a still 
from the video to use. Choose video instead of 
image from the dropdown menu in the media 
gallery component and add the image as above, 
then paste in the url for the video.



The media gallery as it appears on your web page

L. What each image looks like 
when you click in to the 
image gallery.

R. The media gallery 
component in edit mode.



Contact Information

The Contact Information component is designed to be 
at the bottom of the webpage. It allows you to 
customize information for your office or department. 
None of the fields are required so you only need to 
insert the information that is relevant for you. It will 
create a link for the email address so you don’t need to 
worry about inputting any code.

At the bottom of the component, there is a section for 
Social Links. You can add links for Facebook, Twitter, 
Instagram, and LinkedIn. Click on the Add Contact 
button then choose the service from the drop down 
menu on the left, then paste in the link to the account 
on the right. Click Add Contact again to add additional 
accounts. You can drag and drop the accounts into a 
different order by clicking and holding in the gray 
column on the left where the numbers appear.



Story

The Story component allows you to share feature 
content from the college’s home page on your site. 
These are usually stories that have appeared in the 
People, Places, or Pride sections on the 
https://www.trincoll.edu/ homepage. You can 
browse through existing stories by visiting:
People: https://www.trincoll.edu/trinity-people/
Places: https://www.trincoll.edu/trinity-places
Pride: https://www.trincoll.edu/trinity-pride

The story component can only hold one story at a 
time. To choose the story, enter words into the text 
field related to the story you want to feature. When 
you see the one you want, click it on the left side 
and it will move to the column on the right. If one is 
already on the right side, you will need to delete it 
by hovering over the title on the right and clicking 
on the black circle that appears. Once the right 
column in empty, you may choose a new story.

The story component can be a link to a written story 
or a video, which will play in a place on the page.

https://www.trincoll.edu/
https://www.trincoll.edu/trinity-people/
https://www.trincoll.edu/trinity-places
https://www.trincoll.edu/trinity-pride


Blog

The blog function allows a 
department or office to publish 
their own blog posts or news 
stories. The blog template is 
very similar to the page 
template however, it has a few 
additional fields: Date, Blurb, 
Author, Source, List Image, 
Header Image, and Categories.



Clicking on the date field pops open a 
calendar so you can choose the "posted" 
date for the blog post. The Blurb will 
display on the blog landing page, it is a 
short summary or teaser text for the full 
blog post.

The author field is not tied to the user, so 
it is possible to have a blog post 
contributed by someone outside of your 
office but still be able to attribute the 
post to that person.

Source is meant to be a link to an 
external website. An example might be if 
a professor wrote an article for a news 
paper and you would like to be able to 
have that included in your blog feed. Your 
blog feed would show the title, image 
and blurb, but then link to the original 
source.

List image is what appears on the blog 
landing page. It can be the same as the 
header image or something different. It 
does not need to be as large as the 
header image so it is often a good way to 
use a picture that illustrates the blog 
post, but which is not suitable for a 
header photo.



Blog Categories

Blog categories give the 
reader the ability to view 
multiple blog posts about a 
particular topic by selecting 
the category on the blog 
landing page.

You can create as many 
categories as you want, 
either by clicking on Blog 
Categories in the left-hand 
column of the dashboard 
under the Blog heading, or 
within the post. You then 
check the check box in the 
post to apply the categories 
you want to ascribe to the 
post. You can choose 
multiple categories per post.



Embedding videos and other media

If you would like to embed a video on your page, 
it must first be uploaded to a video platform 
such as Vimeo or YouTube. If it is on Vimeo or 
YouTube, all you need to do is paste the URL of 
the video on to the page and WordPress will 
automatically embed the video player on the 
page.

If you are embedding media from another 
platform you will need to find the embed code. 
Look for a share icon or perhaps three dots, then 
copy the embed code. Often this code will be in 
a format that WordPress doesn’t use, but you 
only need to make a small adjustment to be able 
to use the embed code.

WordPress uses brackets instead of the standard 
html code of < and >. On your page, paste in the 
code you copied, then change the < to a [ and > 
to ]. You do not need the final </iframe> and can 
delete that entirely. Your code should look like 
the example to the left.
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