
Editing Text on Existing Pages 

All editing of the site is done through the WordPress Dashboard. 

From the Dashboard, click on Pages/ All Pages (See Figure 1) 
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A list of all existing pages on the site will be displayed. Place the mouse over the name of the page you wish to 

edit. A list of choices will appear. Click on [Edit] or simply click on the name of the page. (See Figure 2) 

 
Figure 2 

When the editing mode is open, you will be able to see all of the items on the page. The item you will most 

often be editing is the one named [Text] as this is where the main text content of the page is located. Click on 

the 3-Line Bar to open the Text Module Settings. See Figure 3. 
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When the Text Module Settings is open, you will be able to edit the text just as you would edit text with 

Microsoft Word or any other standard word processing software. (See Figure 4) 

 

Figure 4 

 

When you have finished editing the text, click the  button at the bottom right of the Text Module 

Settings dialog box. NOTE: If you totally mess up the content and do not want to save it, click the “X” in the 

upper right hand corner of the Text Module Settings dialog box. 

After you click the  button, you will be returned to the Page Layout as seen in Figure 3. Be sure to click 

the Update button to publish your changes to the site. (See Figure 5) 



Figure 5 

NOTE:  If you do not click the Update button, your changes will still be saved but they will not be published to 

the public view of the site. This allows you to make incremental changes over time but only publish them when 

you are ready. 


