
   

 

 

SSA INSTRUCTION MANUAL   

Topic 

 

How to add, remove, and edit a Post? 

 

Description 

 

This manual goes through step by step on how to add, 

remove, and edit posts on the WordPress site. 

 

Process 

 

1. Click on “Posts” on the left-hand side navigation column. 

2. To add a post, simply click “Add New” next to the Posts title at the top of the page.   

a. To edit or remove an existing post, hover over the post’s title below and click either 

edit or trash under the post’s title.   

3. Continuing with adding a post, after clicking on “Add New”, input the desired 

information in to the corresponding areas of the page including the title and body of the 

post. 

4. Once the information has been typed up, click on the “Publish” button in the top-right 

corner of the screen to officially add the post to the site.  Posts can also be previewed 

by clicking the “Preview” button. 

 

  



   

 

   

 

Pictures 

 
1. 

 
 

2. 

 
 

 

  



   

 

   

 

2 a. 

 
 

3. 

 

 

  



   

 

   

 

4. 

 


	SSA instruction manual

