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CTW Creations – Updating WordPress Website 
 

Adding a New Piece to an Existing Gallery 

Add a New Photo or Replace Image in Existing Gallery 

Add a Watermark to a Slider Image and/or Modify an Image 

 Change the Font Style, Size, Color, and Alignment 

Link a Slider Image to a Larger Image 

Creating a New Gallery Post for a New Piece 

Adding a New Tips & Techniques Post 

Test Desktop, Phone, and iPad Views 

 

Adding a New Piece to an Existing Gallery 

Example, you have a new cabinet to add to the Cabinets Gallery. 

First you will add the photos to Smart Slider.  This is the plugin that creates the slide show gallery.  Once the Smart Slider 

project has been created you will then create the page (post) and add the Smart Slider to the page. 

1. In the WordPress Dashboard, navigate to the very bottom of the 
menu on the left side and select Smart Slider. 

 
 

2. From the Dashboard, hover your mouse over the 2nd item on the list 
named “1_Slider_Template”, and then click the 3-dot button in the 
top right corner. 

 
3. Select Duplicate. 

 
4. This creates a copy of the template, and names it 

“1_Slider_Template – Copy”.  You will rename this in the next step. 
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5. Hover your mouse over “1_Slider_Template – Copy”, and then click 
the green Edit button that appears. 

This brings you to the General tab  

 

 

6. First, you will need to change the name of the slider. 

7. On the General tab, scroll down to the section named General – Simple Slider, and then replace the name with 
the new one. 

Use a prefix in the name so that it will be easy to locate when you go to add it to the gallery.  This keeps all the 
categories grouped together on the list. 
 
Prefixes to use: 

CAB- Cabinets 

TAB- Tables 

JK- Jewelry and Keepsake Boxes 

WS- Wall Shelves 

MIR- Mirrors 

MISC- Miscellaneous 

 
Example:  MIR-Curly Maple Leopard Wood Mirror 

 
 

8. To add photos to the slider, click the green Add Slide button.  
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9. Click the green Image button to select photos from your PC or from 
the existing library. 

 

10. To upload photos from your PC, click the Upload Files tab in the top 
left corner.  You can add one photo at a time. 

To add from the Media Library (files already there), select the 
Media Library tab. 

 

 

11. When adding new photos from your PC, you will be brought to a 
page like this one – this will show on the right side of the window. 

12. Replace the content in the Alt Text, Title, and Caption boxes.   

13. Click the Select button to add the photo. 

Tip: Before uploading images from your PC, rename the file in 
Windows using a descriptive name that you can later 
search for in WordPress. 
 
Example:  mahogany cabinet side view.jpg 

 

14. This brings you back to the previous screen.  To add more photos, 
repeat steps 9 through 13.    
 
When uploading from your PC, you must add photos one at a time.   
 
When adding from the Media Library you can select multiple 
photos at once.  Just click on the ones you want to add, a 
checkmark will appear in the top right corner of the image.   
Tip: You can click on it again to deselect it. 
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15. When you are done adding photos to your slider, click the Save 
button on the right side of the area where the thumbnails show.   

Note: The Save button will look like it’s not available (ghosted out) 
but it is actually available.  Click it to save.    
 
After saving, it leaves you on the same page.  Click the 
Dashboard button in the top left corner on the blue toolbar. 

 

 

Your new slider is ready to use.  We’ll add it to the new gallery page in the next steps. 

 

Adding a Watermark to a Photo and Modify a Photo  

1. While you’re in the Smart Slider project that you just built. 

2. Hover over the photo that you would like to add a watermark to. 

3. Click the green Edit button. 

The photo editor opens. 

 

4. If you want to adjust the focus of the image (its position in the 
slider), click and drag the green dot on the Style tab. 

 
 

 

5. If the panel disappears, click back on the image to show it again. 

6. Click the blue Slide … button at the top of the image. 
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7. If the image does not fit within the boundaries, you can choose to 
Fit it automatically. 

8. In the Slide panel, click on the Style tab. 

9. Scroll to find the Fill Mode drop down list.   

10. Select Fit to fit it automatically. 

 
Tip:  You can select any setting from the list and see a preview. 

 

11. To add a watermark, click the  button the black vertical toolbar 
on the left.   

This is the insert text tool. 

It will insert generic Latin text to start with. 

 

 

 

12. To reposition the watermark text, select the Style tab in the Text 
panel.  
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13. Scroll down to find the Position section.   

14. Select Absolute from the Position drop down list. 

15. Now you can freely move and resize the watermark text on the 
image. 

 

Change the font style, size, color, and alignment. 

16. Select the watermark on the image; the Text panel appears. 

17. Select the Style tab. 

18. Navigate to the section named Typography and make any 
necessary changes. 
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Link a Slider Image to a Larger image. 

You can set a slide so that when someone clicks on one of the images it brings them to a larger version of the image. 

To make this happen, you will need to get the link to the image in the Media Library.  This means a lot of going back 
and forth; you may want to do this with two monitors. 

1. In the Media Library, locate the image and click on it. 

This opens the Attachment Details for the image. 

2. Click the Copy URL to clipboard button. 

 

3. Back in the Slide – Content panel, paste the URL in the Link box in 
the Link section. 

 

 

4. When you are done making edits to the image, click the green Save 
button in the top right corner. 

5. Click the Back button to cancel changes. 

6. Click the Back button AFTER clicking Save to go back to the slider 
and edit another image. 
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Add a New Photo or Replace Image in Existing Gallery 

To add a new photo to an existing piece, or replace a photo, you will go through the same steps as creating a new 
Slider, except you will edit rather thankjhkjhk create new.   

Instead of duplicating the template, just navigate to the existing project and click the green Edit button.   

Then add a new image or delete an existing image and replace with a new one just like you did previously. 
 

Creating a New Gallery Post for a New Piece 

We will now add a new Post, with the new slider with description text.  These are called Posts, not Pages.  Pages are 
the main pages like Home, Forest Art, About, etc. (top navigation pages).  Posts are the next level down in the 
hierarchy.  So, all your individual galleries are placed on Posts. 

To create a new Post you will make a copy of an existing post, from the same category of items.   

Example: If you’re adding a new gallery for a new table, you will make a copy of one of the previous table posts.  
Doing this ensures the new Post ends up in the right spot. 

1. From the main WordPress Dashboard, select Posts near the top 
of the menu, and then select All Posts. 

 

2. Filter for the Category you will be adding.  This makes it easier to 
find what you need. 
 
We’ll use the Category Cabinets in this example.   

3. In the All Posts window, select the Category drop-down menu 
and select the appropriate Category, and then click the Filter 
button. 

 

4. Select the Post you want to copy, and then click the Duplicate 
This link below it. 
 
This will not bring you directly to the new copy, instead it brings 
you back to the full, unfiltered list.  Use the filter to navigate to 
the new copy you just made.   

Tip: The new duplicate copy will have the same name as the 
original, but it will show the words Draft, Divi at the end of 
the name. 

5. Click the Edit link below the name. 
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6. You are now in the Back End of your Post.  There are a couple of 
things you need to do here before entering the Visual Builder 
where you will do most of the work. 

7. In the Edit Post window, replace the old name and enter the 
new name.  This is the name of the piece. 

8. Click the Edit button next to Permalink and  change it to reflect 
the name that you just created in step 7.  (See next step) 

 

9. In the Permalink box, enter the name you created in above, but 
use dashes instead of spaces (like the example show here). 
 
Do not use any other symbols, just letters and dashes. 
 
It’s important to make this name relevant to the piece, it helps 
with organic SEO – search engines like this. 

10. Click OK to accept the change.  

 

11. You’re still in the Back End, we need to take a couple more steps 
before we can edit the post. 

12. Scroll to the bottom of this page and locate the Featured Image 
section.  This will be in the very bottom right corner. 

13. Click the Remove featured image link to remove the original 
image. 

 
14. You will now see a Set featured image link, click it. 

15. Select the Upload Files tab in the top left corner to upload an 
image from your PC. 

This is the “king” image that will show in the main window 
for that gallery. 

There can only be one Featured photo.  You will add the 
slider photos to the post itself later in the Visual Builder. 

Select the Media Library tab if you would like to choose an 
image(s) from the Media Library.   

 

 

16. Click the blue Build On The Front End button. 
 
This brings you to the page (still a copy of the original one we 
started with).  You are now in the Visual Builder.   
 
You will see a black toolbar at the very top that will show you if 
you are in the Visual Editor (it will say Exit Visual Builder), you’re 
in the right place. 

 



Page 10 of 17 

17. First, we’ll change the title at the top of the post.  It’s going to be 
tricky trying to select it, so here is another way to get to where 
you need to be.   

Tip: First try and click on the text to edit. If that becomes tricky 
then follow these steps.  If you were able to click and type, 
then jump to step 26 below. 

18. When you hover your mouse, you will see blue and green and 
sometimes tiny black toolbars, these control the different 
sections and modules on the post. 

 

19. To update the title of the page, select the 3-dot button on any 
tiny toolbar. 

20. A black menu appears.  Select Go To Layer at the bottom of the 
menu. 

 

21. The Layers panel appears.  This shows the different sections and 
elements in hierarchy.  You may need to expand each section by 
clicking the little arrows.  Or, you can click Open/Close All. 

What am I looking at? 

It’s kind of like a Russian Doll. 

• Think of a section as the main container. 

• Inside that container are rows. 

• Inside the rows are modules like text and pictures. 
 

22. The Title is in the first Section.  To get to it, expand the top 
section. 

Then expand the Row. 

Then expand the Column. 

The Text module shows.  Click the gear icon to go to its 
properties to change the text.  

 



Page 11 of 17 

23. The Text Settings panel opens.  You will see the old Post’s name 
in the box below the toolbars (Curly Oak Cabinet in this 
example). 

24. Replace with the new item name. 

25. Click the green checkmark button at the bottom right in this 
panel to accept your changes.   
 
You can click the red X button to cancel your changes. 

 
 

26. Now we will replace the original slider with the new slider you 
created earlier.   

27. Click on the existing slider, you will see a tiny black toolbar show 
on top of the image. 

28. Click the trash can button to remove it. 

 

29. Click the black plus sign button where the deleted slider was. 

 

30. The Insert Module panel appears.   
Scroll to locate the Smart Slider 3 button, and then click it. 
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31. The Smart Slider 3 Settings panel opens. 

32. Select the drop-down menu for Slider, and then select the slider 
you created earlier. 

33. Click the green checkmark button to accept the change. 

 

34. To change the description for the piece in the area below the 
slider TRIPLE click on the text and edit. 

35. Click once in the text area, then triple-click your mouse.   
This selects all of the text in this box. 

36. Click backspace key to remove it, or just start typing your new 
content. 

Note: This can be tricky as it does not behave as you would 
expect.  The cursor tends to jump to the beginning after 
editing a word. 

Alternatively, if this is tricky, you can always use the Layers panel 
to select and edit the description text in the same way we 
selected and edited the title.  Just navigate to the bottom row in 
this panel.   

 

37. Now we will Save and Publish the Post.   

At the very bottom center of your screen is a purple plus sign button.  Click it. 

This expands the bottom toolbar.  The plus sign changed to an X. 

Click the green Publish button to publish the Post. 

Click the blue Save Draft button if you are not yet ready to publish. 

 

38. We will now exit the Visual Builder.   

At the top of your screen you will see a black toolbar.  Select Exit Visual Builder. 

You’ve just created a new Post. 
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Adding a New Tips & Techniques Post 

The process of adding a new Tips & Techniques Post is very similar to adding a new gallery post as we did earlier.  
There are additional steps that you will need to take – those steps are broken down here.  Some of these instructions 
are duplicated from above.  They are here so that you don’t need to go back and forth to other sections to follow. 

1. From the main WordPress Dashboard, select Posts near the top 
of the menu, and then select All Posts. 

 

2. Filter for the Category you will be adding.  This makes it easier to 
find what you need. 
 
We’ll filter for the Category Tips & Techniques.   

3. In the All Posts window, select the Category drop-down menu 
and select the appropriate Category, and then click the Filter 
button. 

 

4. Select the Post named ~Tips & Techniques Template~, and 
then click the Duplicate This link below it. 
 
This will not bring you directly to the new copy, instead it 
brings you back to the full, unfiltered list.  Use the filter to 
navigate to the new copy you just made.   

Tip:  The new duplicate copy will have the same name as the 
original, but it will show the words Draft, Divi at the end of 
the name. 

5. Click the Edit link below the name. 

 

 

6. You are now in the Back End of your Post.  There are a few 
things you need to do here before entering the Visual Builder 
where you will do most of the work. 

7. In the Edit Post window, replace the old name and enter the 
new name.  This is the name of the Tip/Technique. 

8. Click the Edit button next to Permalink and change it to reflect 
the name that you just created in step 7.  (See next step) 

 

9. In the Permalink box, enter the name you created in above, but 
use dashes instead of spaces (like the example show here). 

Do not use any other symbols, just letters and dashes. 

It’s important to make this name relevant to the tip/technique, 
it helps with organic SEO – search engines like this.  Don’t worry 
about maxing out on characters. 

10. Click OK to accept the change.  
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11. You’re still in the Back End, you will need to set the Featured 
Image that will show on the main Tips & Techniques page before 
you add the new tip/technique content. 

12. Scroll to the bottom of this page and locate the Featured Image 
section.  This will be in the very bottom right corner. 

13. Click the Remove featured image link to remove the original 
image. 

 

14. You will now see a Set featured image link, select it. 

There can only be one Featured photo.  You can add more 
photos to the post itself in the Visual Builder. 

15. Select the Upload Files tab in the top left corner to upload an 
image from your PC. 

Select the Media Library tab if you would like to choose an 
image(s) from the Media Library.   

 

 

16. Scroll back to the top and click the blue Build On The Front End 
button. 
 
This brings you to the page (still a copy of the original one we 
started with).  You are now in the Visual Builder.   
 
You will see a black toolbar at the top that will show you if you 
are in the Visual Editor (if it says Exit Visual Builder - you’re in 
the right place). 

 

 

 

17. Click on the existing image/placeholder on the page.  

A tiny black toolbar appears, click the trash can button. 

 
18. A black round plus sign button appears where the deleted image 

was.  You may need to click away into some white space for it to 
show up. 

When you see the black plus sign button, click it. 

If there’s a toolbar in your way, you can hide the toolbar by 
clicking the X button. 
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19. The Insert Module panel appears. 

Scroll to select Image. 

 

20. The Image Settings panel appears. 

21. Click the default gray image that appears.  This will allow you to 
search for a new image on your PC or Media Library. 

Select the  

Click the green checkmark button to save your changes and 
upload the image. 

 

22. To add more photos, click on the first one you added. 

23. A black toolbar appears on the photo, click the plus sign button 
at the bottom of the photo to add another photo. 

Repeat to add more photos.  They must be added one at a time. 

 
24. Now to replace the original text content on this page/post.  

You don’t need to edit the title because you already did that on the Back End. 

You can apply the same selection methods we used when creating new gallery posts using Layers. 

*There’s good news, for some reason, the text editing process on Tips & Techniques posts is easier – it lets you 
just click and type to edit your content. 

To edit, click on the content that describes the original tip/technique and edit away! 

25. These next shaded steps shaded in yellow show an alternate method to edit the content/text if you have trouble. 
If you are not having trouble selecting/editing text content, then ignore these yellow sections. 
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26. The Layers panel appears.  This shows the different sections and 
elements in hierarchy.  You may need to expand each section by 
clicking the little arrows.  Or, you can click Open/Close All. 

What am I looking at? 

It’s kind of like a Russian Doll. 

• Think of a section as the main container. 

• Inside that container are rows. 

• Inside the rows are modules like text and pictures.  

27. Tips & Techniques posts are laid out in columns.  Depending on 
which one you duplicate, the text content will either be in the 
first Column area or the second – expand the Section to see 
more. 

Then expand the Row. 

Then expand the Column. 

The Text module shows.  Click the gear icon to go to its 
properties to change the text. 

Tip: For Tips & Techniques, you will only need to edit the 
content, so look for the line item Text. 

 

28. Now we will save and publish the post.   

At the very bottom of your screen is a purple plus sign button.   
Cick it. 

29. This expands the bottom toolbar. 

Click the green Publish button to publish the Post. 

Click the blue Save Draft button if you are not yet ready to publish. 

 

30. We will now exit the Visual Builder.   

At the top of your screen you will see a black toolbar.  Select Exit Visual Builder. 

 

You’ve just created a new Tips & Techniqes Post. 

When you create a new Tips & Tricks post, this automatically adds a link to the post on the Tips & Techniques page 
for you.   
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Test Phone and iPad Views 

When creating new Posts, you can view how it will look on a PC Desktop, Mobile, and Tablet.  You can do this while 
you’re in the Visual Builder Editor. 

1. While editing your Post, click the purple 3-dot button at the 
bottom center of the page.   

2. The bottom toolbar expands. 

3. On the left side of the toolbar are 3 buttons: 

• Desktop View 

• Tablet View 

• Phone View 

4. Click on one to view how the page will appear on that device. 

5. Make any necessary changes.  These changes apply only to the 
view from the selected view.   

6. Repeat for each view. 

 

 

 

 

 


