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Edit menus

1 Go to ‘Scottish Goverment Blogs’ > Dashboard > 
 Appearance > Menus

2 Select Header or Footer

For more information on managing WordPress 
menus see https://codex.wordpress.org/WordPress_
Menu_User_Guide
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Add Topic

1 Go to “Scottish Goverment Blogs” > Dashboard > 
 Pages > Add New

2 Enter the title.

3 Set the Parent page to “Blogs”. 
 
 3.1 This topic will now be displayed as an option  
  in the topic dropdown menu on each blog’s  
  Custom Settings page.

4 Publish the page.
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Add Blog

1 Go to “My Sites” > Network Admin > Sites 
 and click “Add New”.

2 Fill in the necessary fields and click “Add Site”.

3 A message saying “Site Added” should appear at  
 the top of the page, click “Visit Dashboard” to go to  
 the newly created blog.

4 Go to Custom Settings and select a Topic. 
 (Adding a Feedburner ID is covered in the social  
 media section)
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About page and widget

“What is this blog about?”

Go to Pages. If the blog does not already have an 
“About us” page listed then click “Add New” and 
create one.

1 Select “About” from the templates 
 dropdown menu.

2 Enter a shortened version of the about content  into
 the “Excerpt” text area, this is what will be   
 displayed in the site’s sidebar.

3 Make sure that the page’s slug in the url is 
 “about-us”.
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Edit sidebar

Global Sidebar (displays on every blog)
Go to “My Sites” > Scottish Government Blogs > 
Dashboard > Appearance > Widgets and drag the 
desired widgets into the “Global Sidebar” container.

These widgets will be displayed in the sidebar of every 
blog in the network.

Blog Sidebar (specific to individual blog)
Go to one of the blog dashboards. Then go to 
Appearance > Widgets and drag the desired  widgets 
into the “Blog Sidebar” container.

These widgets will only be displayed on that    
specific blog. They will sit between the  “About”   
section  and any widgets added to the Global Sidebar.

Blog sidebar
widget

Global sidebar
widgets
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2.1

Social media & RSS

Footer icons 
Go to “My Sites” > Network Admin > Social Media   
and fill in your account URL for each social media site.

1 These links will be displayed in the footer   
 for every blog in the network.

Share feature
Go to one of the blog dashboards, then to 
Settings > “Share Buttons by AddThis”

2 These settings are blog-specific and will determine  
 what share options are displayed at the bottom of  
 each post.

3 The sharing buttons should be kept below the   
 content but any number of services can be added.

RSS email subscriptions
Go to http://feedburner.com and type in the RSS URL 
for your blog and click “Next”.

The URL should look something like:
http://your-website.com/your-blog-name/feed/

4 On the following page type in the title of the blog  
 and copy the Feed Address.

 4.1 In a separate window go to the WordPress 
  dashboard of the blog the feed is for.

 4.2 Go to the Custom Settings page and paste 
  the Feed Address into the Feedburner ID field.

 5 Back on feedburner.com click “Next” and then click  
 “Skip directly to feed management”.

6 Click the “Publicize” tab, go to “Email    
 Subscriptions”, and click “Activate”. 

 Now users can subscribe to the RSS feed and   
 receive email updates.
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4.2

Social media & RSS
cont’d.
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