
Area Commissioner
Website Handbook

How to keep your area commission up-to-date online





Table of
Contents

Welcome, commissioner!     4
Why have a website?     5
Introduction to Wordpress.com    6
Logging in: Username & Password   7
Welcome to the Dashboard    8
You’re in! Now what?     9
Post vs. Page       10
Your Commission Page     11
Editing Your Commission Page    12
The Block Editor      14
Personalize Your Page     18
Adding Blog Posts      20
Managing Blog Posts     22
Important: Keep our site safe & secure  24
Questions? Problems?     25
Resources        26

Welcome, commissioner!     4
Why have a website?     5
Introduction to Wordpress.com    6
Logging in: Username & Password   7
Welcome to the Dashboard    8
You’re in! Now what?     9
Post vs. Page       10
Your Commission Page     11
Editing Your Commission Page    12
The Block Editor      14
Personalize Your Page     18
Adding Blog Posts      20
Managing Blog Posts     22
Important: Keep our site safe & secure  24
Questions? Problems?     25
Resources        26



44

Welcome, commissioner!

Thank you for serving your community as a commissioner, and thank 
you for taking on the role of managing your commission’s online 

presence through the Columbus Area Commissions website. 

Your main tasks on the website

Add blog posts (also 
called news) that are 
specific to your area 
commission or your 

neighborhood.

You can include media 
like photos, videos, 

audio files, and more.

Your area commission 
webpage contains 

critical information, 
and it’s important 

to keep that up-to-
date. Commissioners, 

committees, and meeting 
times and locations 
should always be 

accurate.

For record-keeping and 
open public access, 
it’s good practice to 
upload your different 
media to the website. 

This could be agendas, 
meeting minutes, project 
renderings, videos, and 

recordings—for example. 

Add
posts

Maintain
your

webpage
Add

media



55

Why have a website?

Many commissions already have a website, and they 
know how important websites are for their work. 
Websites are a great repository for important details 
about the commission, but they also serve many other 
functions.

A website can provide answers to frequently 
asked questions in one central location to prevent 
misunderstandings and improve education. For example, 
if a developer needs to come before the commission, 
your commission website can explain that process 
in detail and invite them to request a spot on the 
upcoming agenda with direct contact information or a 
form submission.

More generally, websites can contain resources 
for people to learn about the function, roles, and 
relationship of commissions to other civic entities. The 
website is also important for outreach, giving neighbors 
a place to learn about local developments and providing 
contact information to local leaders. Similarly, websites 
can help commissions gain new contacts and expand 
their reach. Especially concerning documents and 
process, websites help establish and improve public 
transparency.

If there are any disputes about topics, the website may 
help clarify things. In addition to official commission 
business, the website can help spread the word 
about neighborhood events and encourage residents 
to get involved. Use the website to showcase your 
commission’s work and celebrate your successes!

Answer frequently
asked questions

Offer resources

Gain new contacts

Improve transparency

Educate residents

Showcase your work
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Introduction to
Wordpress.com

Internet Browsers

Some issues that you encounter with WordPress can be solved by 
changing your browser settings, refreshing the page, or clearing 
the browser cache and cookies. Some issues may be caused by the 
browser itself. For optimal viewing and security, keep your browser 
up to date. 
Find a list of the latest browsers at BrowseHappy.com.

A note about Internet Explorer: Due to browser incompatibility, some 
Wordpress websites are not fully functional in Internet Explorer 10 or 
earlier. Be sure to upgrade your browser for an optimal experience. 
If you are experiencing problems displaying pages, clearing the 
browser cache is a good first step to try to resolve the issue.

WordPress is free, open-source software released in 2003 and used to create 35% of 
all websites. Users do not need to know how to code, there are extensive resources 
for learning, and the system is generally regarded as easy-to-use, even for beginners. 
Many famous blogs, news outlets, music sites, Fortune 500 companies and celebrities 
are using WordPress, including NBC, CBS, USA Today, Time, Disney, AirBNB, and 
Spotify.

The difference between WordPress.com vs. WordPress.org can be a little confusing. 
But we’re using Wordpress.com, the hosted version of WordPress. You will create 
a WordPress.com account, or use a current one, to log into our shared Area 
Commission website.

https://browsehappy.com/
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Logging in:
Username & Password

You will be receive an email from Wordpress.com 
at the email address you provided to the website 
administrator. It would be prudent to use a non-
personal email address that is associated with the area 
commission rather than you personally. Follow the 
instructions in this email, and be sure to check your 
junk folder in case you don’t receive it in the inbox. The 
email is inviting you to become an “Editor” (a specific 
role) on the Columbus Area Commissions website.

In order to get set up, this email will ask you to 
establish a password for your new 
Wordpress.com account. If you have an existing 
Wordpress.com account, you may be able to use that if 
the email addresses match. 

Please remember the password. You can click on the 
‘eye’ icon in the Password field to reveal the password 
that you entered, if you’d like to make sure you typed 
it correctly.

User Restrictions & Permissions 
In order to keep the area commission website 
secure, accurate, and accountable, we are using strict 
permissions for users. Only authorized users from each 
commission can access the site, and commissioners 
can only add and edit details about their specific 
commission. For example, if you are a North Central 
area commissioner, you will only have permission to 
edit the North Central web page and publish posts 
(news items) in the North Central category.

Make sure to login to the website using Wordpress.com

If you forget your credentials, use the “Email me a login link” or 
“Lost your password?” options to gain access.
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Welcome to the
Dashboard

Once you’ve logged in, the WordPress Dashboard appears. This is your main administration homepage. 
At the very top of your Dashboard (and across every page) you will see the name of your site in the 
header area. This is also hyperlinked to your site’s homepage, so if you click on it you’ll be taken to the 
homepage. You will also see the name of the person who is currently logged in on the top-right of the 
screen. Move your cursor over your name to reveal the Log Out link as well as a link to edit your Profile.

Dashboard Menu Options
Down the left-hand side of the 
Dashboard and on every page you will 
see your main navigation menu. This 
is where you’ll find all the options to 
update and configure your site.

Hovering your cursor over each of the 
main menu options will display a ‘fly-
out’ menu with the various choices for 
that particular menu option. Once you 
click each of the main menu options, 
that particular menu will expand to 
show all the available options within 
that section (if there are any).

Dashboard
This will display your main Dashboard 
‘homepage’. In the top left of your 
Dashboard you’ll see some brief 
stats on the number of Posts, Pages, 
Categories and Tags contained 
within your site, as well as the total 
number of comments and approved 
comments. 

Posts
This is where you can create a new 
Blog Post. You can also update your 
Categories and Post Tags.

Media
This is where all your uploaded 
images, documents or files are stored. 
You can browse through your Media 
library, as well as edit and update the 
files.

Pages
This is where you create and 
maintain all your Pages. As an area 
commissioner, you are only permitted 
to access and edit your own area 
commission’s page.
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You’re in!
Now what?

Your main roles are to (1) maintain your 
commission web page, and (2) create new 
posts, which will then be displayed in the 
blog/news section of the website.

“Blog” and “news” are being used 
interchangeably because “blog” can sound 
a little outdated and jargony. News is 
essentially the nickname of the blog section 
of the area commission website. 

When you add a blog post, think of it 
like adding a piece of news about your 
commission. What do you want your 
neighbors, your online audience, to know? 
Try to keep posts related to your specific 
area commission. 

To add a new post, click the “Add New” 
button in the “Posts” section of the 
Dashboard (shown to the right).



1010

WordPress is built around two basic concepts: Posts and Pages. Posts are 
typically blog entries: a series of articles, listed in reverse-chronological order.

Pages are used for more static content (i.e. content that doesn’t change 
or changes infrequently). An ‘About us’ or ‘Contact’ page is an example of 
a Page on a typical website. In most cases you’ll find that the content in the 
‘About us’ page doesn’t change frequently.

Now, you might be thinking, “but I don’t need a blog.” This might be true, 
but you can also use the blog concept if you have a site where you need to 
display your ‘latest news’ or even just updates. Basically, any information 
that gets updated on a semi-regular basis can benefit from the ‘blog’ 
functionality. Whether that’s a traditional blog, your commission’s ‘latest 
news’ or updates. 

As an editor of the Area Commissions site, you will only have the ability 
to create posts and make edits to your specific page. You will not have 
the ability to create pages, because each Area Commission has just one 
page and new pages will not be created by commissioners. Content on the 
website that is not area commission specific will be handled by others.

WordPress posts have an official publish date, which may or may not be 
displayed publicly, and are displayed in reverse chronological order by date 
on the blog/news page. Posts should be about relatively timely content, like 
announcing upcoming events, meetings, or perhaps a survey or input the 
commission is seeking. 

For example, you may want to publish a post one week before the next 
commission meeting that announces the meeting, shares the agenda, and 
encourages neighbors to attend. After publishing this post, you could share 
a link to it on your commission’s social media outlets. 

Post vs. Page
Your commission will have many posts.

But it will have only one page.

vs.
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Your Commission Page

Commission pages are scroll-based.

Everything is on one long webpage. 
Remember that a “webpage” is just one 
page on the whole website. The website 
is Columbus Area Commissions, but your 
webpage is only for your specific area 
commission. 

The technique of long scrolling allows users 
to traverse chunks of content without any 
interruption or additional interaction — 
information simply appears as the user scrolls 
down the page.

This means people won’t need to navigate 
to other webpages to find information about 
your commission, reducing the number of 
clicks required to use the site.

One advantage of not having to click “next” is 
keeping users engaged with the content and 
less focused on the mechanics of navigating to 
the next page.

A scroll-based page also translates well to 
mobile devices. The gesture controls of mobile 
devices make scrolling intuitive and fun, like 
on scroll-based social media apps.

CONTENTS OF AN AREA
COMMISSION WEBPAGE

Website header: Columbus Area Commissions

Commission Name
i.e. Fifth by Northwest

Interactive map of commission boundaries

Photo of meeting place

Critical information: meeting place location, 
meeting time and day, commission chair, 

neighborhood liaison

Social media links

Document library

Commissioner names, photos and contact 
information optional

Committees, if applicable

Commission districts, if applicable

Recent blog posts/news about this 
commission

Photo gallery, optional

Everything’s on one long page.
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Editing Your
Commission Page

You might want to add or remove content from your commission page. 
We’d like each page to look relatively similar, so we’ll try to keep the 
content in the same order on each page—for the most part. This helps users 
navigate the webpages by keeping the content in predictable locations. 

Your commission might have a logo, motto, or something unique to its 
identity that you’d like to share. That would be fantastic, and it’s best to 
keep that at the top of the webpage so people recognize it quickly. 

Maybe you want to use a photo gallery to share photos of your 
neighborhood. There are many other features you can add to your webpage 
as well. Videos, documents, links to external groups like civic associations or 
block watches, and much more. 

Just remember that you only have one webpage for all your commission 
content, and that page should be easy to understand and navigate for all 
users. On this website, area commissions will not have more than one page, 
so try to keep things simple and straight-forward for readers.

Your area commission page has already been created using the most up-to-
date information available. If that information has changed, please update it 
or request that it be updated immediately. 

When details change, please update them immediately. Details like 
meeting location, day, and time are vitally important to your neighbors and 
must be accurate at all times.
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Add a Featured Image

Add Blog Post

Add Text (using a “Block”)

After you’re done composing your post, you need to 
add a “featured image.” It’s a little confusing because 
the featured image is not displayed inside of your 
post. It’s used to represent your post next to the title 
on the News/blog page. Think of it as a book cover 
for your post. The book cover doesn’t usually appear 
inside the book, but it represents the book externally. 
Choose an image that you think will make people 
interested in clicking on your post to learn more!

You can just starting typing, 
but you’ll notice a little black 
square with a + sign inside. 
That’s where you can add a 
“block,” or a type of content 
to your post. You can add 
images, files, and much more 
using this. Blocks are self-
contained and can be moved 
up and down anywhere in 
the post using arrows. This 
is easier than copying and 
pasting elements throughout 
the post if you want to move 
things.

After you click ‘Add new 
post’ you’ll be taken to 
this screen, where you can 
create your post. Add the 
title—make it something 
eye-catching, like: Have 
you seen the agenda for 
next week’s meeting? 
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Creating and Edit ing Posts:  Adding “Blocks”

While most of you will be adding text, photos, and files, there are many other components you can 
add to your posts and pages. Here are some examples:

THE BLOCK EDITOR
“Block” is a way to refer to different types of content that can be added to a post or page. 
Common types include Paragraph Block, Heading Block, Gallery Block, Image Block, List 
Block, etc.. Using a system of Blocks to compose and format content, the block-based 
editor can create flexible layouts in the unit of blocks instead of freeform text with inserted 
media, and embeds.

Blocks treat Paragraphs, Headings, Media, and Embeds all as components that, when 
strung together, replace the traditional concept of freeform text with embedded media.

MORE ABOUT BLOCK EDITOR

• Audio Block
• Cover Photo
• Add files
• Create a photo gallery
• Add a heading

• Insert image
• Create a list
• Add paragraph text
• Add a quotation
• Add a video

• Highlight a quote
• Create a table
• Add poetry
• Create columns
• Add a button

• Group elements
• Add media/text
• Create a page break
• Add a separator
• Add a spacer

https://wordpress.org/support/article/wordpress-editor/
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Dashboard:  Viewing posts

Your User Profi le

You can view posts 
from the dashboard by 
clicking the “Posts” tab, 
highlighted in blue on the 
left-side panel. 

This will show you all 
the posts, which are 
also divided at the top 
by those that are (1) 
Published, (2) in Draft 
form, (3) Scheduled, or 
(4) in the Trash. 

Keep in mind that you 
aren’t permitted to edit 
all posts, only the posts 
associated with your 
commission!

You can upload a profile picture, but that’s 100% optional. There’s no requirement to fill out your 
profile here. But you will need to select your Public display name. This is the name that will appear 
next to posts that you write, letting people know who wrote it. You can make it something personal, 
like JohnSmith20, or something more generic, like NE_Commissioner.
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Resize and al ign an image

Add an image

Once you select the 
positioning for your image, 
there are some other things 
you can do. 

You can drag the left or 
bottom edge of the image 
to change the size. You can 
click the hyperlink button in 
the pop-up bar to add a URL 
hyperlink, so that if people 
click the image they’ll be 
taken to that website. You 
can also crop the photo and 
add a caption below.

Add some visual interest 
to your post by including 
an image. This can be a 
photograph, or another 
type of image like an aerial 
satellite view, historic 
postcards, diagrams, charts, 
etc. 

Use the pop-up bar (shown 
left) to select where the 
image will be placed within 
the post. Typically it’s easiest 
to have your image large and 
centered, with text above and 
below; or have it smaller and 
to the right or left, with text 
to one side.
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Dashboard:  Adding and edit ing posts

Dashboard:  Edit ing page(s)

The PAGE dashboard shows the pages you can edit, which is limited to your area 
commission. Remember, you can only edit your area commission page, no others. Click on 
the page (i.e. blue “Northeast” text”) to edit it.

This is the POST view through the Wordpress dashboard. Notice that only the Northeast 
(area commission) category is displayed, since this sample user only has access to edit and 
create posts in the Northeast category. This view also shows there are no tags associated 
with the posts, and no user comments.
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Personalize
Your Page

You may want to add personal flair to 
your page, like an area commission 
logo or motto. Please use the space at 
the top of your webpage to do this so 
the commission identity is immediately 
visible to viewers. 

You might want to post videos or 
audio recordings of your meetings. 
For this, it’s best to use a third-party 
service. Consider uploading your 
videos to a YouTube account, which 
can then be directly embedded into a 
post for your commission. A popular 
audio-recording host is SoundCloud, 
but there are certainly more. Those 
needs can be addressed with the 
website administrator as they arise.

Do you want to share something from 
another website or application?
You can display content directly from another 
location on the internet without duplicating 
it using an “embed” block. This acts like a 
window into the other content. If you embed 
your Instagram feed, for example, your whole 
feed will display in real-time on your Area 
Commission webpage. WordPress has embed 
blocks for the following sites, and maybe more!

• Amazon Kindle
• Facebook
• Flickr
• Imgur
• Instagram
• Issuu
• Reddit
• Scribd
• SlideShare

• SoundCloud
• Speaker Deck
• Spotify
• TED
• TikTok
• Tumblr
• Twitter
• Vimeo
• YouTube

Link to your
commission’s website

Ideas to personalize 
your commission 

web page:

Commission colors

Logo
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Commission Page

This is the basic layout of all 
commission pages currently. 
This can be changed and 
customized to a certain 
extent.

The Key Details section shows critical 
information: when and where your 
commission meets. If your commission is 
meeting virtually, include the link for the 
public to join the virtual meeting. While all 
the other information is important, this might 
be the most fundamental. 

The Follow us on social media section is 
optional and can be used to link to your 
commission’s official social media pages—not 
to personal accounts.

The Document Library will be customized for 
each commission, so speak with the website 
administrator at NDC about this.

The Committees section contains a list and 
description of your commission’s active 
committees. Meeting times and locations 
are important, as is contact information for 
committee chairs.

This section shows whether your commission 
has districts. If it does, then we’ll show a map 
here of the district boundaries, or have one 
available for download. We may also want 
to include who represents each district—
potentially under the list of commissioners.

The Recent Posts section automatically 
pulls the 3 most recent posts about your 
commission from the blog section and 
displays them here. This is optional, but it’s 
nice to feature. 

The photo gallery section at the bottom 
is optional as well, but a nice touch! Why 
not take the opportunity to show off your 
commission’s beautiful spots—parks, places 
of worship, homes, businesses, and more!

The Commissioners section contains the names 
of your area commissioners. It can also include 
more information, like phone numbers, email 
address, short biographies and photographs. All 
of this optional extra information can be added 
directly here on this webpage.
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Adding
Blog Posts

To add a blog post, click “Add Post” on the 
left-side menu once you are logged into 
Wordpress.

Your post needs a title, so enter that at the 
top. The post content—usually just text and 
images—is added in the main box below the 
title box. 

The content editor can take some time to get 
used to, so it would be best to watch a quick 
tutorial video about it before jumping in. The 
editor allows you to move pieces of content 
separately up-and-down throughout the post 
using arrows, which can provide some design 
flexibility. 

Using photo galleries, pull quotes, and columns 
as design elements in your post can add visual 
interest and keep viewers interested. 

To create a new Post, you have two options. 
Option #1: click the white button in the top-
right corner with the plus sign (+), bringing 
you straight to a new post composition page.

Option #2: Use the left-hand menu on the 
dashboard, click on “Posts,” and then click the 
“Add new post” button to the right.

VIDEO: HOW TO WRITE A BLOG POST

CREATE A NEW POST
OPTION #1

OPTION #2

https://www.youtube.com/watch?v=x0zwIVmIUCw&t=212s
https://www.youtube.com/watch?v=x0zwIVmIUCw&t=212s
https://www.youtube.com/watch?v=x0zwIVmIUCw&t=212s
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Editing
Blog Posts

BLOCK EDITOR
The Block Editor is a new editing experience that treats all content as individual blocks. Each 
block can be inserted, rearranged and styled individually, making this new editor more flexible 
than the old Classic Editor.

The Block Editor provides individual blocks for all your common content such as paragraphs, 
headings, ordered and unordered Lists (i.e. bullet points), quote, images, galleries and any other 
content that you could previously add to the Classic Editor. On top of that, the Block Editor also 
provides additional blocks for easily adding content such as buttons, tables and columns.

Rearranging your content is even easier than before. The Block Editor allows you to drag-and-
drop or use the block mover icons, to rearrange the order of individual blocks. Each block can 
also be styled individually using the toolbar at the top of block. The types of styles that you can 
add to a block are dependent on the individual block. A Paragraph Block for example, allows 
you to change the text size, text color and background color, whereas a Heading Block will only 
allow you to change the level (H2, H3 etc.) and the text alignment.

Tags are keywords that identify important information in your post (names, subjects, etc.) that 
may or may not recur in other posts. Unlike Categories, Tags have no hierarchy, meaning there’s no 
relationship from one Tag to another. You can only associate Tags and Categories to Posts. Adding 
Tags while editing your Post will automatically assign those Tags to your Post. Adding Tags using 
the Tags menu option will simply add them to the list of available Tags. Once you add a new Tag it 
will appear in the list of Tags on the right side of the screen.

Think of tags as the top keywords that represent your post. They are completely optional, but 
adding tags can help readers find your post and could be helpful for filtering posts in the future.

WHAT IS A TAG?
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If you wish to delete one of your posts, 
click on the Trash link that appears 
beneath the title when hovering your 
cursor over each row. This will move the 
Page/Post to the Trash. When the cursor 
is hovering over each item in the Trash, 
the Restore and Delete Permanently 
links appear. Click Delete Permanently to 
permanently remove a single post. Clicking 
Restore will restore the Page or Post.
If you would like to permanently delete or 

restore numerous items at once, click the 
checkboxes next to the items you would 
like to delete or restore and then choose 
either Restore or Delete Permanently 
from the Bulk Actions dropdown list at 
the top of the page. After selecting the 
appropriate action click the Apply button 
to make your change. Alternatively, click 
the Empty Trash button to delete all the 
items in the Trash.

You’ll see blog posts listed here, along with their Author, Categories (Area Commission), and other key details. To edit 
a post, click the blue title. Next to each Post title is a checkbox. This allows you to perform an action on multiple items 
at once. You simply check the Posts that you would like to affect, and then from the Bulk Actions dropdown select 
either the Edit option or the Move to Trash option — then click the Apply button.

This view, to the left, is the “front-end” view of all the 
blog posts. This is how visitors to the site will see the 
posts. 

The date and the category of the post are in black 
text above the featured image. The title is in bold red 
text below the image, followed by a short excerpt of 
the first words of the post. The “read more” link in 
red will bring readers to the post.

BLOG POSTS

BLOG POSTS
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Adding
Documents

Document management may differ from commission to commission, so that will be 
addressed on an individual basis. It may be easier for commissioners to interface 
with existing online document management (i.e. cloud-based) services like Google 
Documents and Dropbox.

There are so many creative opportunities to leverage the power of Wordpress.com 
integrations. For example, if your commission wants to design a survey using Google 
Forms, that could be embedded directly into a blog post on the Area Commission 
website. That link could then be shared with your audience, driving traffic to the Area 
Commission website.

On your commission webpage, an existing (or new) Dropbox or Google Documents 
connection can be displayed as well. Again, these solutions will need to fit your 
commission’s current situation. 

The basic WordPress system can’t do 
everything alone. That’s where plug-ins 
come into play.  A WordPress plugin is 
an addition to the website to add new 
features, functionality, or integrations. 
Think of it like an extension to WordPress’ 
basic functions of creating posts and 
pages.

As a commissioner, you may be 
using plug-ins to manage and upload 
documents to the website, like 
agendas, meeting minutes, and zoning 
applications. You may already manage 

documents using another system on your 
own commission website. If that’s the 
case, there may not be a need to upload 
the documents in two locations.

We’ll also be using a plug-in for the 
contact forms, so that if website visitors 
want to submit a request with the 
contact form, it will be sent to the correct 
individual. In order to ensure that area 
commissioners can only edit content on 
their own commission’s pages, there may 
be a plug-in as well.
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Important: Keep our 
site safe & secure

You will be prompted to change your 
password on a regular interval to help 
maintain our website’s security. Do 
not share your password with anyone. 
Giving your login credentials to others 
is also a violation of trust. If others 
need credentials to login, they must 
contact the website administrator for 
permission.

Statistics show that the 35% of 
users use weak passwords, such as 
password123 and qwerty123, and the 
majority of the rest use passwords 
that can be cracked. Please do 
not try to use these easy-to-guess 
passwords.

Dormant and unused WordPress 
users are an easy target for malicious 
attackers. To mitigate our website’s 
risk of attack, the administrator will 
regularly clean our list of users. If your 
username has been inactive for some 
time, the website administrator may 
contact you to inquire.

STRONG PASSWORD TIPS

The Longer The Password,
The Better
Many recommend a minimum length of eight 
characters for a password. To be on the safe 
side, the password should be at least ten 
characters. Passwords with 10 to 50 characters 
are more secure.

Keep It Fresh & New
Even if you use the strongest of passwords, 
change it every two or three months. And do not 
use the same password for two or more services.

Make it Unique—and Weird
Do not use phrases or known words. Also, do not 
use any words to which you can be associated 
with, such as names of pets, cities and friends. 
Just use random text. Use a mix of lowercase 
and uppercase letters, symbols and numbers.

Example of Strong Passwords
Below are just some examples of some strong 
passwords. DO NOT USE these passwords for 
any of your services or WordPress sites.

Ah0BhYSF+EZ4Ph%Nw*nU9?jiRj
ny5(#RW(^WiLJ3n$fM*E8PokLz
#f)Tw@jb=2buhw_eR4mAYOe8P&
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Questions? Problems?

What if you leave the 
area commission?

Website Administrator

Contact the website administrator if you’re having any issues with the 
website. Remember, the goal of your area commission’s webpage is 
to communicate the key details of your commission’s meetings and 

the business you’re discussing at each meeting. While you can provide 
additional context and relevant information at your discretion, please keep 

the core functions of your commission’s webpage in mind.

If you’re using a generic email address like 5xNW_commission@gmail.com, 
or some other email address that is commission-related and not a personal 

email address, you may be able to just give someone else your login 
credentials and they can change the password on their own.

If you’re using a personal email address, you should delete your account 
and have the new commissioner taking over these duties contact the web 

administrator.

The Columbus Area Commission website was built by the Neighborhood 
Design Center (NDC). For questions about the site, contact NDC at 

614-221-5001 or info@columbusndc.org.



2626 Want to know more?
Wordpress powers about 60% of the web. This means there are extensive training and 
informational resources about using it. Here are some options for you to improve your 
skills with Wordpress! Search the web for your specific issue, and check out videos on 

YouTube to troubleshoot and discover new ways to share your content!

FREE TRAINING THROUGH LYNDA.COM
Did you know you have access to thousands of high-quality training sessions and certificates 
through the Columbus Metropolitan Library’s subscription to Lynda.com? If you want to dive more 
deeply into Wordpress, feel free to take a more in-depth training using your library card number. You 
can access the training from any computer with internet access, not just at physical library locations.

Go to the CML homepage, 
columbuslibrary.org

1 2
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Click on the blue Lynda.com 
link, circled in red below

Login using your CML credentials, 
library card number and PIN

If you complete the entire training course, you can get a completion certificate!

Use the white 
search bar 
at top of the 
page and enter 
“Wordpress” to 
discover dozens 
of classes. For 
a thorough 
overview, try 
the WordPress 
5 Essential 
Training.

Hover on the “Research” tab and 
click “Research Tools A-Z”



2727Have a question?
Use Google!

Find answers on 
Wordpress.com

If you can’t figure something out, try searching on Google for the answer. For example, 
if you are having trouble creating a photo slideshow on your commission page or in a 
new post, you could search for “Wordpress photo slideshow” and sort through the top 

results to find an explainer on the topic.

If you still can’t figure something out, try searching on 
Wordpress.com’s forum or support page!

Wordpress.com forum, where 
you can ask questions and 
get help from other users and 
professionals.

Wordpress.com support, with 
guides to get started and 
answers to common questions.
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