
Editing the LuxTravelEx website

Control Panel URL: www.luxtravelex.com/wp-admin/
User name: gabygramm
Password: SouthAppleFigFlower2013

Logging in to your control panel

1. Go to www.luxtravelex.com/wp-admin/
2. Enter the username and password in to the relevant fields
3. If you click the ‘Remember Me’ box underneath the ‘Password’ field, you won’t have 

to enter your details every time.
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Understanding the dashboard

All of your website editing happens from your Control Panel Dashboard, you can access 
the dashboard by clicking the ‘Dashboard’ (4) tab under the Wordpress logo at the top 
left of the page.  

The pages of you website will be listed in the ‘Posts’ section (5) of the Right Now panel. 
This panel shows all the published, active and viewable content on your website.

If you click on ‘Posts’ you will see a list of your website pages (6).
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Changing page content

In order to change the content of each page you will need to click on the page title (7).

Once the page window opens up, you will be able to view the page’s content and edit it 
directly in the content fields (8). If you cannot see the content and can only see web code, 
just adjust the view by clicking the ‘Visual’ tab (9). Once you have edited your content and 
are happy with the changes, click the ‘Update’ button (10). If you would like to revert back 
to a previous edit, you can visit your ‘Revisions’ (11) at the bottom of the page. This will 
take you to any previous edits that you have made and published.
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Once you have published your changes, you will be able to view them live on your actual 
website. Often, editing and viewing is made easier by having your control panel (12) and 
website (13) open in two different tabs. This way it is simple to switch between the two.

Updating blog posts

If you want to add a new blog post, just click the ‘Add new’ button (14) next to ‘Posts’ or 
‘Edit Posts’ (if you are already in a post). This will open up anew blog field (15) for you.
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Once the new blog field is open you can start populating it with content.
Firstly, enter a title for your post in the title field (16). Add the body of your post to the 
content field (17). If you would like to include a link in your body text, click the ‘Link 
icon’ (18) in the toolbar and enter the URL in the pop up window (19). Please remember 
that you can only see the link icon when you have actually inserted body copy. If you 
would like to add and media (pictures or video), just click on the add media button (20) 
and upload the relevant file.
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To add a feature image, the image that is displayed next to your post, click ‘Set Featured 
image’ (21) on the bottom right of the page and upload the relevant picture file.
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Once you are ready to upload your blog post, ensure that the ‘Blog’ option (22) is 
selected under the Categories section on the right hand side of the page and then click 
the ‘Publish’ button (23). If you would like to delete your blog post, just click the ‘Move to 
trash’ (24) option.
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