
WordPress Job Aid 
Create a New Page 

Step Description Screenshot 
1 Click the Pages 

menu in the 
WordPress 
Dashboard 
Navigation 
menu then 
select Add New  

 
2 Enter the title 

for your page 

 
3 The Page editor 

is where you’ll 
enter your 
content.  

 
4 You can choose 

between Visual 
or Text mode to 
add content. 

 
5 You can Save a 

Draft while 
working or 
Publish when 
you’re ready. 

 



Create a Post 
Step Description Screenshot 

1 Click the Posts 
menu in the 
WordPress 
Dashboard 
Navigation 
menu then 
select Add New  

 

2 Enter the title 
for your post 

 
3 The Post editor 

is where you’ll 
enter your 
content.  

 
4 You can choose 

between Visual 
or Text mode to 
add content. 

 
5 You can Save a 

Draft while 
working or 
Publish when 
you’re ready. 

 
 


