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Thank you for the opportunity to partner with you on your new website. We’ve 
crafted your site based on your custom business needs and objectives. 

Use this guide to further customize your site as your business continues to grow 
and expand. If you have any questions, please email support@fightforsmall.com.

            Thanks again and enjoy your new website!

            The Fight for Small Team

    

Congratulations on Your New Website!

fightforsmall.com support@fightforsmall.com 317.662.2881
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LOGGING IN

How to Log in to Your Website

STEP 1: Type in your URL and add “/wp-admin” at the end of your URL.

    Ex. www.yoururl.com/wp-admin

STEP 2: Once here, enter your username and password to log in. 
This will take you to the dashboard.

The dashboard is the central location on your website 
where you will find everything you need to edit and 
customize your site.
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CUSTOMIZE MY SITE

General Settings
On the General Settings tab, you can update your Site Title, Tagline,  
Description, Call to Action and Call to Action Link.

Contact Settings
On the Contact Settings tab, you can update all of your contact information, 
including the Organization Name, Email Address, Phone Number, Fax 
Number, Street Address, City, State, or Zip Code, and Hours of Operation.

Social Settings
On the Social Settings tab, you can add your social URLs which will then 
populate on your site. You can add Facebook, Twitter, Google+, YouTube, 
LinkedIn, Yelp, Instagram, Pinterest, Flickr, Tumblr, or Vimeo.

Mobile Settings
On the Mobile Settings tab, you can update the mobile header and footer 
background color and font color, mobile header height, and mobile action 
buttons.

REMEMBER: It is important to hit “Save Settings” whenever you are 
customizing your site. Otherwise, your work will not be saved.

Customize my site allows you to control the general 
settings, contact information, social media, and mobile 
settings on your site.
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PAGES

Adding a Page

STEP 1: Once logged into your site, click on ‘Pages’ in the left-hand menu. 
From the pop-up sub-menu, click on ‘Add New.’

STEP 2: Once here, you will create your 
new page by entering a title and adding text 
or content (media/images, photo gallery, 
slide deck, form, etc).

STEP 3: Once your page is ready, refer to 
the ‘Publish’ box to the right of the page 
area. There, you can choose one of three 
options: 

 3A:  Click SAVE DRAFT to save your 
page as a draft to publish later.

 3B:  Click PREVIEW to view what your page will look like.

 3C:  Click PUBLISH if you want your page to show  
immediately on your site.

Editing a Page

STEP 1: Once logged into your site, click on ‘Pages’ in the left-hand menu.  
From the pop-up sub-menu, click on ‘All Pages.’

STEP 2: Click on the page you want to edit from the list of pages already created.

STEP 3:  Make changes to your page, then follow step 3 above.
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POSTS

Adding a Post

STEP 1: Once logged into your site, click on ‘Posts’ in the left-hand menu. 
From the pop-up sub-menu, click on ‘Add New.’

STEP 2: Once here, you will create your 
new post by entering a title and adding text 
or content (media/images, photo gallery, 
slide deck, form, etc).

STEP 3: Once your post is ready, refer to 
the ‘Publish’ box to the right of the page 
area. There, you can choose one of three 
options: 

 3A:  Click SAVE DRAFT to save your 
post as a draft to publish later.

 3B:  Click PREVIEW to view what your post will look like.

 3C:  Click PUBLISH if you want your post to show  
immediately on your site.

Editing a Post

STEP 1: Once logged into your site, click on ‘Posts’ in the left-hand menu. From the 
pop-up sub-menu, click on ‘All Posts.’

STEP 2: Click on the post you want to edit from the list of posts already created.

STEP 3:  Make changes to your post, then follow step 3 above.
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IMAGES AND LINKS

Adding an Image to a Page or Post

STEP 1: To add an image to a page or post you 
are currently editing, place your cursor where 
you want the image to go and click the “Add 
Media’ button.

STEP 2: In the pop-up box, choose one of 
three options:

 2A:  Drop files into the upload area

 2B:  Click the SELECT FILES button to upload a 
file from your computer

 2C:  Click the MEDIA LIBRARY tab to select from 
already uploaded files 

STEP 2: After selecting the desired photo, refer to the 
‘Details’ panel to the right. There you can edit the Image Title, 
Alt Text, Alignment, and Size. You can also make the image 
link to an attachment or a URL. Click INSERT INTO POST to 
add your image.

Adding a Link to a Page or Post
STEP 1: To add a link to a page or post you are currently 
editing, highlight the text you want to become a link and click 
the ‘Insert/Edit Link’ icon in the toolbar.

STEP 2: In the pop-up box, enter the destination URL. You can 
also select whether the link opens in a new window/tab.

STEP 3:  Click the ADD LINK button to insert the link  
into your post.
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Updating the Menu

STEP 1: Once logged into your site, click on  
‘Appearance’ in the left-hand menu. From the pop-up  
sub-menu, click on ‘Menus’ 

STEP 2: Choose the menu you want to edit 
and click SELECT.

STEP 3: Once you have selected the menu 
you want to change, add items to your menu 
by following these steps: 

 3A:  On the left hand side, check the 
box(es) next to the page(s) you 
want to add to the menu. 

 3B:  Click ADD TO MENU, and the 
item(s) will appear at the bottom 
of the menu on the right.

 3C:  Drag and drop the menu item 
where you want it located. 

        Note: A main menu item will  
        appear left aligned with the rest  
        of the menu items. A sub-menu  
        item will be slightly indented.

STEP 4: To edit or delete a menu item, click 
the down arrow next to the item. There you 
can edit the item’s label or delete it by clicking 
REMOVE.

STEP 5: Once you’ve made your changes, be 
sure you click SAVE MENU to update your menu. 
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FORMS

Adding a New Form

STEP 1: Once logged into your site, click on 
‘Forms’ in the left-hand menu. From the pop-up 
sub-menu, click on ‘New Form’.

STEP 2: In the pop-up box, give your 
new form a title and description. Click 
CREATE FORM.

STEP 3: Follow the instructions that 
appear to add the desired form fields.

STEP 4:  Click UPDATE FORM to save 
your form.

Updating an Existing Form
STEP 1: Once logged into your site, click on 
‘Forms’ in the left-hand menu. From the  
pop-up sub-menu, click on ‘Forms.’

STEP 2: Click on the form you want to edit  
from the list of forms already created.

STEP 3:  Make the desired changes to your form:

 3A:  To add a form field, drag and drop the desired 
field from the sidebar on the right.

 3B:  To edit a form field, click the down arrow in 
the upper right corner of the form field. Here 
you can edit the field’s label, description and 
appearance.

 3C:  To remove a form field, click the X in the upper right 
corner of the form field.

STEP 4:  Click UPDATE FORM to save your form.
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Adding a New SlideDeck
STEP 1: Once logged into your site, click on ‘SlideDeck 2’ in the  
left-hand menu. 

STEP 2: If creating a new slide deck, choose either Dynamic Source  
(if pulling photos in from a social media account) or Custom Content  
(to upload your own photos)  

 2A:  If using Dynamic Source, follow the directions provided by 
SlideDeck in the pop up windows. 

 2B:  If uploading your own photos using custom content, choose 
your slide type from pop up window. 

STEP 3: Add Images/Text/Links via the pop up 

box. 

STEP 4: You can change your lenses, font, and 
navigation options from the options menu.

STEP 5: Once you’ve made your 
changes and viewed your slide 
deck in the preview window 
(seen directly above the 
Options menu) be sure you 
click SAVE SLIDEDECK to 
create your new slide deck. 
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Updating an Existing SlideDeck
STEP 1: Once logged into your site, click on  
‘SlideDeck 2’ in the left-hand menu. 

STEP 2: Click on the slide deck you want to update. 

STEP 3: Click on the slide you want to change. Once you get 
the box below, you can change the image, update the link to for the 
slide, change the title you want to appear, add a description, if needed. 
Play around some!

Please Note: Once all changes have been 
made, be sure to click the blue APPLY 
button, or your changes will not be activated. 

STEP 4: Continue this process for any slides 
you wish to change.

STEP 5: To add additional slides to an 
existing SlideDeck, click ADD SLIDE, and 
repeat step 4.

STEP 6: To change any of the 
options, click on the menu 
options in the options box, 
to customize your lenses, 
navigation options and 
playback speed.

STEP 7: Once you are happy 
with all options and images selected, 
be sure to click SAVE SLIDEDECK to activate 
all of your changes.
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