And What You Can Send to Us!

A guide by

01.

Introduction
to editing
Welcome to the Guide on Making Basic Edits on Your Website. Please be aware that not all edits
are considered basic. While many edits can be done by yourself, you are always welcome to
request assistance with edits by emailing support@rocketlevel.com.
Your username and password allow you to make basic edits to your website, but there are some
edits that require more complex coding to preserve your site’s look and functionality. This guide
will outline what you can edit yourself versus what you should send to the RocketLevel Team.

Adding new pages and photos to your website. (p 5)
Editing content on a current page of your website. (p 7)
Approving or deleting customer reviews. (p 9)
Creating a new blog post and editing existing ones. (p 11)

Changing or adding your logo.
Changing or adding information to your website’s header, footer or sidebar.
Changing or adding photos to your slider.

02.

Logging in to your website
Go to your website and ﬁnd your URL

At the end of your website’s URL address

address at the top of the screen.

(after the .com or .net), type /wp-admin and
then hit enter.

You will then be redirected to a new page

After you have logged in to your website, you

that will prompt you to log in. Once you are

will be directed to your dashboard.

on this page, you will need to enter your
username and password for your website.
This information was given to when you ﬁrst
launched your website.

03.

Navigating your website’s dashboard
You will use your website’s dashboard (also called the back end of your website) to navigate your
way through your site and to make edits. In the images below, the areas that you need to know
are outlined in blue with descriptions of each highlighted section.

04.

Navigating your website’s dashboard

This will have the name of your shop and will
allow you to view the front end of your website.
You will also access your dashboard by hovering
over the button when you are on the front end
of your website.

Add new blog posts or edit current blog posts.

View your media library and upload photos.

Locate all the pages on your website, add new
pages, and edit current ones.

Approve or delete reviews from your site.

In theme options, you will have the ability to
change most of the components on your home
page as well as your sidebar options that you
see on your internal pages. You will also be able
to adjust your footer.

05.

Adding a new page to your website
Find the section called Pages on the left side

Clicking the Add New option will bring you

of your dashboard. Hover your mouse over it,

to a new blank page. Here, you can add the

and a side menu will appear. Select Add New.

page’s title and content.

While typing in your content, make sure you
stay in the Visual side of the content section.
Please note that this is very important.

06.

Adding a new page to your website

After you have added content, you can also

As soon as you have ﬁnished adding the

add photos. Above the content section,

media and content that you want, you can

there is a button labeled Add Media. If you

preview what the page will look like before

select this, you can add photos to your page.

you save it. The Preview option will be to the
right of your screen, under the Publish box.

Below is what you should see when you
select Add Media. You can either select to
upload ﬁles from your computer or from your
media library.
Once you have conﬁrmed that the new page
looks how you’d like, click the Publish button
to the right of your screen.

07.

Editing pages on your site
Find the section called Pages on the left side

Once you see the list of your pages,

of your dashboard. Hover your mouse over it,

select which one you want to edit. For the

and a side menu will appear. Select All

purposes of this example, we will use the

Pages.

About Us page.

08.

Editing pages on your site

Once you select the page, you will be navigated to the area where you can edit the content.

Please note that it is extremely important that you stay on the Visual side of the content
box. Once you have completed your changes, you can either preview or update the page.

09.

Approving reviews
Find the section called Reviews on the left

After you select the Reviews section, you will

side of your dashboard (it will have a gold

see a list of reviews that are waiting for you

star next to it) and select it. It may also be

to approve or delete them. If you hover your

titled Customer Reviews.

mouse over a review, you will see an
assortment of options. This is where you can
select to either Trash or Approve the review.
If you trash the review, it will not appear on
your reviews page.

If you wish to approve the review, you need

If you have accidentally approved a review

to ﬁrst click on the review. This will bring

that you wish to delete, all you need to do

you to the actual review. From here, you can

is go to the review and select Trash instead

select Publish on the left side of the screen,

of Approve. It will then disappear from the

and it will appear on your testimonials page.

testimonials page.

10.

Creating a new blog post
The ﬁrst step is to log in to your website’s
back end. From your dashboard, you can
create a new post two ways: you can either
select the New button at the top of your
dashboard and choose Post or select the
Post button on the side of your dashboard
and choose Add New. Both options will bring
you to the same page.

The New Post page will give you the option to add a title and content. While typing in your
content,

11.

Creating a new blog post

After entering your post’s title and content,

After you have previewed your new post and

you can preview the post before publishing

conﬁrmed that it is accurate, you are ready

it.

to post it. This can be done by going back to
your post and selecting the Publish option.

