Website Update Tutorial
for WordPress Gutenberg Editor
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The help you need to manage your website
is at your fingertips
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Gutenberg Website Update Tutorial by Packerland Websites

TO LOGIN

Go to your website, and at the end of the URL type /login. Then log in with your user name and
password. You can reset your password if you have lost or forgotten in.

Mew Tab

C 0O YourWebsiteName.com/login

0 yourwebsitename.c( m/login

Q. YourWebsiteName.com;iog.

Once you are logged in, you will arrive at a page called “Dashboard.” The Dashboard is the control panel
of the website. This is where you create and manage your content and see an overview of the details of
your website. You have access to important menu options, like Posts and Pages, in the sidebar.

# WritertotheRescue €3> 3 B + New & GoDaddy

Gl General Settings
§ GoDaddy
Site Title Writer to the Rescue
Posts
iestxnoniis Tagline Saving the World One Word at a Time
Media In a few words, explain what this site is about.

Pages
WordPress Address (URL)
Comments

Contact
Site Address (URL) ttp://writertotherescue

Quick Tip: Examples of pages are “Home,” “About Us,” and “Contact Us.” Examples of posts
are information about upcoming events, stories about what’s happening in the organization,
etc.

QUICKTIP

Quick Tip: Creating a Post or Page is similar to creating an email. An email has a subject line; a
@ page/post has a title box. Both have a text box. Instead of the send button in an email, you’ll
el find a Publish or Update button.



TO UPDATE A WEBSITE PAGE

Mouse over Pages in the left sidebar, and select All Pages. You will see a list of website pages. Choose a
page to edit, mouse over the page title and click Edit. The page will open, and you can make changes. To
view the changes, click Preview. In the upper right-hand corner, WordPress will show a preview of the
Page in a new tab. To save changes, return to the Edit Page tab and click Update/Publish.

TO CREATE A NEW POST OR PAGE

Mouse over Pages or Posts, found in the left sidebar, and select Add New. This will take you to the page
editor where you can create your page or post.

If you have a static Home page, you will see “-Front Page” on your page list. This is your
Home and/or Landing Page of your website. Another page with a title extension will be
your blog, and the extension will be “-Posts Page.” This is NOT where you post your blogs;

e g1 You do thatin Posts. This “-Posts Page” will capture your posts and put them in
chronological order.

@ writerto the Rescue <+ 3 B 4 New @ GoDaddy
¢ Dashboard Pages Add New
% GoDadd
i e All (13) | Published (13) | Trash(3)
# Posts Bulk Actions ¥ Apply All dates ¥  All SEO Scores ¥

€€ Testimor ais Title

By Media About Us

B Pages

All Pages

Add New
Contact Us
P Comments

TO TITLE YOUR POST OR PAGE

Fill in a few words in the Title block. This title will appear on the website, so make sure it’s what you
want your audience to see. It can be edited at any time.
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TO ADD TEXT IN PARAGRAPH BLOCK:

Click inside the block. Copy and paste your text from a document saved on your computer or type new

content inside the paragraph block. Click the Save Draft button on the right sidebar. As a back-up,
Gutenberg will auto-save your work.

@ Dashboard S 0]

Save

.
R m B :

A Posts ’ Document  Block x

C"' Paragraph

post On Website Start with the building block of all

narrative.
q-=2 = = B I & -~ :
eova pe v Text Settings ~
Click inside the block where you want to add text. Copy and paste your
Pages text from a document saved on your computer or type new content D
inside the paragraph block. Click the Save Draft button on the right | mormal b ‘ ‘

Comments

sidebar. As a back-up, Gutenberg will auto-save your work.

B4 Contact Drop Cap

Toggle to show a large initial letter.

TO EDIT TEXT IN A PARAGRAPH BLOCK

The text block is similar to a Word document. Editing options appear just above the block. Formatting
options include bold, italic and linking.
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Pages

Comments
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QUICKTIP

For even more settings, click the 3-dot icon at the end of the row of options.

q -

B I & ==

This is a sample paragraph block.

Yoast SEO

@ nNeed helpz v~

D Snippet Preview
o®
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QUICKTIP

Add tiﬂtaﬁ
e, .
. Bul! Linking

Bold fealic Linking
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¥ Hide Block Settings

B ouplicate

Insert Before

® @l

Insert After

vt Edit as HTML

o

Add to Reusable Blocks

Remave Block
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* Go Premium

Dacument Block b
q'E Paragraph
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Text Settings -~
|
'\:' |

Quick Tip: To search for a block to add something other than text (images, PDFS files, lists,
etc.) you can access the block features by using the plus sign “+” icon in the upper left corner.

Quick Tip: Formatting should be removed from a block of text before the text is uploaded
into the text box of a website. Microsoft Notepad is a good tool to use for this process. Paste
your text into Notepad, then copy and paste it into the website text box. To copy and paste,

highlight the text you want to upload, click Copy under the Home tab or use a shortcut like
Ctrl and C or right click the mouse and choose Copy. To Paste, click Paste under the Home tab or Ctrl and

V or right click and Paste.




TO PREVIEW YOUR DRAFT

In addition to Auto Save, you can save your work as you go by clicking the Save Draft button in the upper
right corner. Click the Preview button to see how your Page or Post will appear to your audience.

.
Preview =

@ Dashboard S ® = Save Draft
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C"' Paragraph
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sidebar. As a back-up, Gutenherg will auto-save your work.
Contact Drop Cap

Toggle fo show a large initial [etter.

TO UNDO YOUR WORK

The Undo button is the arrow next to the plus sign “+” icon in the upper left corner. If you make a
mistake or change your mind about your text, click the undo arrow icon to undo what’s been done.
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TO VIEW YOUR CONTENT STRUCTURE

The Content Structure button in the upper left corner shows the number of words, headings, paragraphs
and blocks on the page or post.
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TO CUSTOMIZE CONTENT

The right sidebar has additional formatting options to customize your content by block: alignment, font
size, background color, and text color. Click the down arrow by Text Settings and Color Settings to see the
additional options.

@ Add title
qv|z= = = ¢

QUICKTIP a Lorem Ipsum

Quick Tip: Different blocks allow for better control of styling in each block. For example, you
@ can highlight the text in a specific block and center the text, while formatting the other text

el blocks to align left. The centered text will stand out from the rest for added emphasis.

TO ADD IMAGES

Choose the image block from the “+” icon on the left sidebar (See Page 6). Choose a photo or image
you'd like to insert, and save the photo or image as a file on your computer. Do not use a copyrighted
photo or document from another source. Just because you find something on the Internet doesn’t mean
it’s free to use. Use of copyrighted materials, including photos or text, can land you in trouble and can be
a costly mistake. Just don’t do it!

Make sure the photo is sized appropriately for uploading. High resolution photos are large
@ files that take longer to upload, take up more space in your library, and are inefficient in

= providing a positive end-user experience.
QUICKTIP



website. This will make inserting images easier and faster. Resolution of 400-420 pixels wide

@ Quick Tip: Best practice is to presize your image to the final size you want to display on your
or tall works well for a primary image in a Page or Post.

QUICKTIP

[image.
IE' Image

Drag an image, upload a new one or select a file from your library.
i Upload Media Library

Insert from URL

FOUR WAYS TO ADD AN IMAGE
1. Dragand drop it onto the page. The photo will appear on the Page or Post.

2. Click the Upload button, navigate to the folder where the image is stored and click Open. The
photo will appear on the Page or Post.

3. Click the Media Library button and click on the image you want to add. Click Select. The photo
will appear on the Page or Post.

4. Paste or type the URL of the image. The photo will appear on the Page or Post.

audio files include .mp3, .m4a, .ogg, and .wav. Video files can be uploaded as well, but
WSS consider using a host like YouTube and embed the video in the website.

@ Quick Tip: You can upload .jpg, .png, and .gif image files to the Media Library. Acceptable

Quick Tip: The Media Library contains images you’ve uploaded. You only need to upload an
@ image once, even If you want to use it in multiple places. Do not delete an image from the
g media library that is displayed on a Post or Page. If you delete it from the Media Library, the
image will be removed from the Post and Page as well.

TO FORMAT IMAGES

Once an image is inserted on the page, formatting options appear above the image block. You can
change alignment or select the pencil icon to write a caption, image title, and alt text.

At the right sidebar, you can change the size of the photo or link the photo. You change the size of the
photo by grabbing a blue circle on its edge and dragging in or out.
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The advanced options for the Image Block are alignment controls plus “wide width” and “full width.”

@ & witertotheRescue B 2 4 New View Post [
@ Dashboard ® ® =
£ Pz Turning 54 is
All Posts a hig deal
L} Hide Block Settings  Cirl=Shift+

. ) B ouplics:
Categories Well, I've had & ouplicate

some experiences ® Insert Before
€€ Testimonials this year that @ Insert After
a ) make turning 54
3] Media v Edit a5 HTML

a BIG DEAL. The
[N Pages message that = Add to Reusable Blocks
¥ Comments @ truly hit home
B4 Contact @ this year is this: W Remove Block
. Nothing is Celebrating my birthday with my husband, Bill, on the cross-
& Profile guaranteed, country ski trail

TO MOVE AN IMAGE

Click on the image you want to move, and click on the Align Center icon above the photo. The image will
move to the center of the Page or Post, and Move Up and Move Down arrows will appear to the left of
the image. Click the Up or Down Arrow until the image is placed where you want it to be.

o EEE 0

Document Block x
TO ADD ALT TEXT
Alt Text is important because it informs search engines what the image is B mage to meke a visuel
displaying and assists any sight-impaired Internet users who visit your website. e
Access the Alt Text box on the right sidebar. As an alternative, you can add Alt mage settings ~
Text on the Image Details page. To access Image Details, click on your photo AT (Altemnattve Tt
and click the Edit Pencil icon above the photo. Type your keyword or phrase o A

into the Alternative Text box and Save.

es your image to
Add a short

its key details.

Image Size

Medium v

Type Alt Text that describes your image and incorporates your
keyword or key phrase.

Image Dimensicns

QUICKTIP

Width Height

a11 | [ 202

25% | 50% | 73% | 100% Reset

TO INSERT A LINK

You can insert a variety of links. You can link to pages on your own website, other websites, or
documents you want your visitors to access. To insert a link, highlight a word or series of words in the
text box that associates with the meaning of your link. After highlighting the word/words, click the link
icon above the text box.
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@ Dashboard o ® = Save Draft Preview m a H

f Posts

Document Block x
All Posts
Add New i C"' Paragraph
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= Text Settings A
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Pages o .
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¥ Comments gy =
Drop Cap

¥ Appearance
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In the link box that appears, paste the URL of your link. When linking to an existing page of your website,
you can search for the link by typing keywords into the search box. A drop-down menu will appear with
options. Click the appropriate option.

To the right of the search box, click the 3-dot icon to access Link Settings and toggle to Open in New Tab.
Open in New Tab is important because your website page will remain open to visitors when they click a
link that takes them to view something else. You don’t want to send your visitors away! Here’s an
exception: Links that go to pages on your website should not open in a new tab.

Click the bent “Apply” arrow. Once your link is uploaded, the link wording should be highlighted.

TO INSERT A LINK TO A PDF
Linking PDF to text (1 of 2 ways suggested):

Upload the PDF to the media file (see To Add Images). Click on the file, and copy the URL of the file
located in the right-side menu. Go back to the page/post where you would like to insert the PDF.
Highlight the word/text, and click the link button. Paste the URL in the box and click the apply arrow. In
order to make the PDF open in a new window, click the down arrow in the URL box, and click “Open in
New Tab.”

Screen Options ¥ Help ¥
Edit Media Addnew
Block Tutorial save B
Permalink: https.//packerlandwebsitespremium.com/about-us/block-tutorial/ Edit Hill Uploaded on: Feb 25, 2019 @ 1515
File URL:
https://packerlandwebsitespremium.con
Block Tutorial = =
M Pages File name: Block-Tutorial.pdf
¥ Comments To start adding blocks you can click on the “+" icon in the left hand corner of the screen lo pick

out the block you want to select. At anytime you can preview your changed with the preview

button in the right hand seclion of the screen. File size: 881KB

M Appearance

K Plugins " ; »_ . Delete Permanently Update

Contact Us

EmQ e
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@ Dashboard o] @

f Posts

All Posts

Add ti_tle
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IH Pages
B Comments
» Appearance
@ Dashboard @ @ =
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Add title
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l_. Pages
B Comments Link Text

Linking PDF via block (2 of 2 ways suggested):

Click on the page where you want to insert the PDF. Click the plus sign “+” icon in the upper left corner
(See Page 6). Select the File Block that resembles a file folder. A file image will appear on your page. Drag
and drop a PDF onto the page or navigate to a PDF saved on your computer to upload it onto the page.
At the Media Library, click Select.

In the right sidebar, toggle to Open in New Tab (See Insert A Link for more information.) Choose the
appropriate download settings of showing or hiding the download button.

=

3

§

4

>
D>
™
m =
=9

(RN
=

-
)

Paragraph mage Heading - Link To
3 rile -
Media Fi
= 99 Drag a file, upload a new one or select a file from your library.

Gatlery List quote i upload || Media Library

ra ~
d S Download Button Settings
Audio Caver @D show Download Butto

Quick Tip: Upload PDFs, not Word documents, because PDFs download faster for your
visitors. Also, they are more secure and more difficult for your visitors to edit.

QUICKTIP

TO EDIT TEXT IN A HEADING BLOCK

A Title Block is the place to enter a Title that your audience will see at the top of the page or post. In
contrast, a Heading Block is used to add headings above paragraphs of text. A Heading Block creates
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subheadings in the body of the text to break up long sections and highlight important keywords and
phrases.

A Heading Block text has a bigger default font size than ordinary text. Editing options appear just above
the block and by clicking the 3-dot icon. The right sidebar has additional formatting options of level and
alignment. Click the down arrow by Heading Settings to see the additional options.

Contact s
T-Hn:H: BB -~

Simple Heading Hasding etdngs R

TO ADD MORE SPACE BETWEEN BLOCKS

A Spacer Block will add space between blocks. The right sidebar has space to enter the height in pixels,
or you can click the blue dot at the bottom edge of the space box and drag it to the desired size.

Add white space betwe bl
Contact Us e e e

Simple Heading

simple Paragraph

TO ADD SPACE BETWEEN SENTENCES

When you type text into the post or page and click Enter, a new paragraph block appears. To avoid
creating a new paragraph while adding space between sentences, hold the Shift key down, and then
press the Enter key.
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TO MOVE A BLOCK

Move a block to a new position on your page by hovering your cursor over the block. Click and hold the 6
dots and drag the block to where you want it. As an alternative, use the Move Up and Move Down arrow
to the left of the block. Click the Up or Down arrow to move the block.

q - B I & = |

D *5 a sample paragraph block.

TO ADD A SEPARATOR LINE

You can separate text and photos by placing a line between them. In the Classic Editor, this was known as
an HR or spacer line. Place your cursor where you want to add a line, and click the plus sign “+” icon.
Select the Separator block from the menu. At the right sidebar under the Block tab, you can click the
down arrow at the Styles tab. Here you can select a short line, wide line or dots.

Sample Text

Sample Text

. | Select location with cursor first
Sample Text

131

More Page Break Separator
Sample Text

Sample Text
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TO ADD A LIST IN THE LIST BLOCK

This block is useful when you want to add bulleted or numbered lists to your page. The options are
unordered and numbered lists. Click on the page where you want to insert the list. Click the add block
plus sign, and choose List. Type or paste your copy into the list.

Document Block x

1= List

ta r‘f TTQ Create a bulleted or numbered list.
=-BB:===81¢ I‘ "
vance v

« ListItem 1

o ListItem 2|

Don’t overwhelm your readers with too many items in a list. A list should contain 7 or fewer
@ points. Seven is the maximum number of points that readers will remember.

QUICKTIP

TO PUBLISH YOUR DRAFT

The Publish button is located in the right sidebar when the Document tab (not the Block tab) is selected.
Several publishing options appear in the sidebar. This is where you can select a Featured Image for a blog
post and Categorize your article. You can publish the draft privately for your viewing only, password
protected for security, or publicly for the world to see.

@ Dashboard 9 ® = Save Draft Preview E :
A Posts Document Block ' X
q'|' Paragraph
Ad d tit'l e Start with the building block of all
narrative.
Prl===8B1 & ~|:
. ) Text Settings "
B3 Media Lorem Ipsum
Font Siz:
B Pages S
‘ Mormal '| |
B Comments '
Drop Cap

M Appearance

Toggle to show a large initial letter.
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TO CHOOSE TEXT/VISUAL OPTIONS

The Text/Visual options for viewing your content are hidden in this 3-dot icon at the top right of your
screen. Click the 3-dot icon, then select either Visual Editor or Code Editor.

& Dashboard B Layouts a y_E

m Ecwid

* Posts _ Top Toolbar

Add title :

Add New

& single place

Spotlight

Focus on

Fullscreen Mode
p Work without distraction

Start writing or type / to choose a

L Media

Editor

|® Pages

v Visual Editor

¥ Comments

Code Editor Ctrl+shift+Alt+M
Teams

"

QUICKTIP

Never delete anything in brackets [ ]. The text inside brackets is known as short code. Unless
you are familiar with editing short code, it’s important not to change it.

TO EDIT CONTENT IN A CLASSIC BLOCK

If the content on your page or post was created before December 2018 (before the launch of the
Gutenberg editor in WordPress Version 5.0), the content has been moved into a smaller editing area
called a Classic Block. This block has all the controls you’re familiar with, including the Add Link and Add
Media buttons. If you can’t see these options right away, make sure that you are in Visual Editor mode
(see previous image), and click inside the text editing area to start editing the text.

q'[ Paragraph

Add title

Text Settings ~

Formatting ~

Color Settings v
Classic Code Custom HTML

Advanced v
= =] lini}

Preformatted Pullgute Table

This concludes the Website Update Tutorial prepared by Packerland Website for the WordPress
Gutenberg Editor. Thank you for using this tool. We hope you find the tutorial beneficial in maintaining
your website and reaching your internet goals. “Your Success is Our Success.”
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TO ADD A YOUTUBE VIDEO TO YOUR WEBSITE

These instructions will show you how to add a YouTube Embed block to your post or page so
you can display a YouTube video on your website.

1. Open the Page or Post where you want to add the YouTube video.
a. Log into your WordPress Dashboard and click Posts or Pages in the left menu.
Click on the title of the post or page you want to edit to open the editor.
2. Add a YouTube block
a. Click the “+” button in the upper left corner and search for the YouTube block.
Click on the YouTube block to add it to the page.

@ @A Packerland Websites © 1 B ew Security @  UpdraftPlus Howdy, Team Packerland [l
@ Dashboard -l 7 & o = mfvbw’ 2% Content Views Library New Post - Post ailsk savedmit O E \Hﬁ?'m oe mm H
A posts Post  Block x
Al Post
Add [ Paragraph
New Post Start with the basic building block of
allnarrative.
Type / to choose a block Color
.z t
Text
o
Background
| P
L ¢ .
Typography :
w
ws -
u size =
» Appearance ] L
£ Pl
& U Advanced ~
& T
5 Yoast SEQ ~

® Updraftplus

% Content Views Library New Post - Post ik seast 0 K [H oo | o [1] RN :
a
Patterns  Media x N ew POSt Post  Block x
-
" ‘ o parag
Type / to choose a block Start with the basic building block of
all narrative.
Col
Embed
Text
Background
Available to install
Select a block to install and add it to your post. Typography :
SIZE =
YouTube Block - A better way to
o - v
pl
*HXKE by Phi
Yoast SEQ ~ B Advanced ~
® SO @ Readabiity | i Schema | <& Socia
oG WPZOOM Video Popup Block
2, WP Mail SMTP
N : by WPZOOM . Focus keyphrase @ '

Post > paragraph
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3. Get the YouTube video link
a. In anew tab or window, open YouTube.com and go to the video that you want to

embed on your website. Copy the YouTube link in the address bar.

Cx 2 Q9 ® 3T LEO

€ 5 @ % |youtube.com/watch?v=KSdNBagG3oM
{8 Alexa’s Projects -G.. [ Current Staging Sites B3 ezeep

+ create [} u

IT'S BETTER
WITH

Come on over. e H
‘Sponsored - hirblock com

Fromyour search  From Underage Packer >

Samsung GS25+ On Us at T

Mobile®

a8t
,

brand guide examples 88 | [3 Zoho < Alexa'sProjects [ GoDaddy M Gmail [ PW Calendar [ devtips [ designtools P! Packerland Website...

Search

= DVYouTube

Sponsored - TVoblle

Shop now [

% Green Bay Packers 2024-25
Season Highlights
B

Green Bay Packers 2023-24 Season Highlights
Uncerag Pakers G2k P Dsvw & oot

Y o6k subscrvers

& 1\ y 5 ars ago
B by
W Green Bay Packers vs. Dallas  ©
¥ \& Y 254 cowbovs Game Hichlichts I N... v

357K views 1year ago

4. Add the YouTube link to the YouTube block
a. Go back to the page or post editor where you added the YouTube block. Paste

the YouTube link in the block’s text field and click the Embed button.
Ctrl+k savedraft O W Vi m H

=5 Content Views Library New Post - Post

Post  Block x

New Post

@ YouTube Embed
Embed a YouTube video.

© YouTube Embed URL Advanced

Paste a link to the content you want to display on your site.
I p: ‘ Embed

%, WP Mail SMTP

o Post > YouTube Embed

5. Save your page or post
a. Make sure to click the Save or Update button in the top right corner of your post

or page to save your changes!
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PACKERLAND 920-826-5601

WEBSITES AILLE PACKERLANMDWERSI TESCOM

Hello,

Thank you for using the Website Update Tutorial created by the team at Packerland Websites.
We are excited to provide this guide to the WordPress Gutenberg Editor. With this tutorial, the
help you need to manage your website is at your fingertips.

At Packerland Websites, we go beyond building websites to create internet solutions, Our
content writing division, Writer to the Rescue.com, combines storytelling with marketing
strategies to create compelling content. Qur primary goal is to make our customers successful.
We help you reach your goals and objectives by leveraging your presence on the intermet.

A website should be viewed as an online tool and not just a brochure, This tool helps you
achieve your goals, which in turn increases your return on investment.

Services provided by Packerland Websites to achieve these goals include:
+ \Website design that's attractive & easy to navigate
+« Mobile responsiveness
+ On-site SEO services
+ Off-site SEO services
+« Content marketing: newsletters, blog writing, press releases
+ Logo development
+ Facebook management
+ Marketing recommendations

Furthermore, we give you the capability to manage your own website. We created this tutorial to
put you in control. These instructions will shorten your learning curve and swiftly guide you
through updates, giving you more time to work on your other objectives.

We build websites on WordPress because it's a robust and user-friendly platform. About 25% of
the websites on the internet are built on WordPress, and we're pleased to share this tutorial with
our clients as well as the general public who use WordPress. Our motto is “Your Success is Our
Success,” and we want to see businesses, municipalities, and organizations prosper,

We hope you find this tutorial of value. If you have any updates, edits, or suggestions for this
tutorial, please let us know. Additionally, if you'd like to take your business to the next level of
success, we'd be happy to assist you.

Sincerely,
Bill Koehne
Owner, Packerland Websites

Packerland Websites
2140 Velp Ave. Suite 101 » Green Bay, W1 54313
Visit us online at: PackerlandWebsites.com

Second Edition 200113
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