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Training session recording:

https://vimeo.com/1056085378?share=copy#t=0
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Log on

Go to: 

https://www.midsurreydementiacare
.co.uk/wp-login

Enter username:

caroline.walton 

And password
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Dashboard

Site opens with the dashboard. 
Don’t worry about any update 
notices. LH will deal with these.

On the left-hand menu select 
“Pages” then “All Pages”
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Select page to edit

• In the list of pages hover 
over “News” and then 
click on “Edit with 
Elementor”. This will 
open the News page for 
editing
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Editing News page

• Here you will see the Pauline 
Simons Retirement news item. To 
add the next news item we can 
duplicate the Pauline Simons 
item and the edit the content.

• Hover over the Pauline Simons 
news item and in the top left- 
hand corner you will see a grey 
box appear. Hover over the grey 
box with your mouse and then 
right-click. A menu will come up 
and the select “Duplicate”.

• This will create a duplicate item
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Editing duplicate item

• We now have our duplicate 
that we can edit.

• On the right-hand side is 
dialogue box called 
“Structure”. If this is in the 
way you can close it using 
the [x] in the top right-hand 
corner.
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Editing duplicate item heading and 
content
• The item consists of three 

components: Heading, 
content and image.

• Hover over the Heading in 
the duplicate and click 
once. 

• On the left-hand side the 
Edit Heading dialogue will 
appear and you will see the 
Pauline Simons Retirement 
text appear.

• You can now edit the edit 
with your news heading. 
Similarly, you can edit the 
content with your news 
item. To edit the image is 
slightly different. 
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Edit news item image
• Click on image once  and the Edit Image 

dialogue will appear on the left.
• Hover over the image in the Edit Image 

dialogue and “Chose Image” will pop up.
• Click on “Chose image”.
• Insert Media will appear. You will see the 

images that have already been uploaded. 
To upload right-hand news image, click 
on “Upload Files”. Here you can click and 
drag or select a file.

• Go back to Media Library tab and your 
image should now be in the library and 
you can select it. (Blue tick will appear) 
Then click on “Select” in the bottom right- 
hand corner of the media library.

• This will take you back to your Edit Image 
dialogue and you see your image has 
changed.
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Edit layout order

• Once your new image has appeared 
in your news item you can change 
the order by simply clicking and 
dragging the item so you could have 
image followed by heading and then 
content.
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Publish news item

• In the top right-hand corner is an eye 
icon. Clicking on this will open a new 
tab and show what your “News” 
page will look like.

• If this is okay, go back to the Edit 
“News” tab and then click on the 
pink “Publish” button. The button 
will change from pink to black
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To exit and log out

• In the top left-hand corner click 
on the three-line icon and then on 
Exit to WordPress.

• This will take you back to the 
dashboard

• You can log out in the top right-
hand corner
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Complete log out

• You will be taken back to 
the login page and here you 
can click on “go to Mid 
Surrey Dementia Care 
Trust” which will take you to 
the live site and you can 
click on “News” and you 
should see your new news 
item.  
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Additional new items in the future

• Go through the previous steps to 
the edit page and when you get 
to the menu you can duplicate 
again. To delete an old item, 
click on the “Delete” in the 
menu. 
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