
Adding Posts and Pages          orbitmediaonline.com 

How to add an article or post to Orbit Media Online  

What we’ve learned so far…. 
ITEM REVIEW 

Logging In Insert username/password into Login Widget, or use orbitmediaonline.com/wp-admin  
Defining Roles ‘Editors’ can publish and write, ‘Writers’ cannot publish, and ‘Subscribers’ can not 

write, but can comment on articles. Each ‘higher’ Role can do everything below that 
role. 

What we’ll discuss in this section… 
ITEM REVIEW 

How to Add a 
Post 

Adding a post is simple, but may seem intimidating at first. However, it is a simple 
process and with a quick review, you can upload your post in no time.  

Adding Media Good articles, posts, and pages have video, pictures, and audio associated with them, and 
not just text. We will review how to add these media items to your posts in this section.  

Adding a Post 
If you want to add a new post or article,  you must first log in to your account. Review LOGING IN if you need a refresher. 
Once logged in, you can look at your ADMIN BAR at the top of your page. 

Click on +NEW, and on the menu that appear, select POST

 
Once there, you will arrive at the next screen, you are now at the Adding a Post Screen.  
 

Now What?  Here’s how 
Inserting Post Title The first line of this screen lets you type a ‘headline’ or title.  
Typing the Article Insert your textual info into the larger area before the Menu 

Bar. Just like a word processing application, you can choose 
font size, styles, etc. You can also paste this information 
from a Word document, RTF file, or other text copied to 
your Clipboard.   

Inserting BlockQuotes If you want to pull out specific information from your article 
to make an attracting Block Quote for, simple click the 

blockquote button in the Menu Bar  , type the quote, 
and then click the button again. This info will then appear in 
its own box in your post, in the area you typed it.  

Inserting a Bullet List or Numbered List  Just like Blockquotes, you can insert a list with the Bullet List 

or numbered list buttons in the menu bar:  When 
you’re done typing your list, merely click the button again.  

Ready to Publish!  Hold your horses! You are not ready to publish and article 
just yet, because you need to set a Featured Image, add 
Media, and define your category and tags. However, you 



think you’re ready to see what your post would look like at 
any time, then simply click on the ‘Preview’ Button on the 
right side of the window. 

  
 

Adding Media 
Adding pictures, videos, and audio to your posts is simple and will only take a second. However, you will need some 

things handy first. 

What you will need!   

Name, location and size of the 
Files you would like to upload 

Each file you may want to upload may be located somewhere on your 
computer, flash drive, or a network drive. Make sure you know where 
these files live on your machine. It might be handy to copy these files 
to a special location and remove them when you’re finished with your 
post.  

Information on files Pictures may need a caption, and video and audio may need a write 
up. To save time, have this information prepared.  

 Once you have all this information ready and prepared, go back to your Add Post screen. Navigate in your post where 

you would like your Media to appear, and click the ADD MEDIA button above the text insert field (this is where your text 

is being placed currently) The button inside the orange box is the ADD MEDIA. The button next to it will allow you insert 

a Gallery, which we will discuss in other sections.  

  

Once you’ve click that button, a new window will appear. The first tab open will allow you to upload files from your 

computer or connected drives. You can drag and drop the files into the shown window through Windows Explorer or 

Finder on the Macintosh, or you may elect to select the files manually by clicking the button. Either method works just 

fine. If you have a file you’ve uploaded previously, and would like to use it again, merely click ‘Media Library’, a tab on 

the top, and select your file. Each file is limited to 7 megabytes, and it is recommended that your files be a little smaller 

than that. If you are using larger files, such as longer audio clips, please refer the PLUGIN section in this guide on ways to 

upload your larger files.  



 

Once your files are uploaded, they will be crunched and processed. If this process freezes, merely try again. Once your 

file is uploaded, a new window will appear.  For our example, I have used a picture, but similar information will appear 

for each different type of item. In this window, you can select the ‘title’ of an image, the ‘Alternate Text’ for the image 

(text that appears when a cursor is placed on the image.) As well as a caption and description.  

Filling out a small description will help organize the image in the Media Library for future use without re-uploading the 

image. Once satisfied with your information, you can insert the image into the post.  

 

  



Choose how you would like it to be oriented, and how big the image should be. The Thumbnail and Medium size images 

work most of the time, but you should always ‘Preview’ your post before you assume the image will work. 

  

You can also select your featured image the same method in this screen. Clicking Inster Into Post will close this window 

and take you back into the Add Post Screen. 

Let’s Review…. 

How do I…. Solution 
Add a Post Using the Admin Bar at the top of the page, navigate to +NEW, hover 

over, and click POST.  
Preview my Post Click ‘Preview’ on the right to see how your post will appear on the 

website. This will open in a new tab or window.  
Now can I publish?  If you have added a feature image, the image that will appear next to 

your article on the front page, then go ahead and click ‘Publish’ or 
‘Submit’ on the right side of the window. What the button will actually 
say will depend on your Role as a user. (See DEFINING USER ROLES for 
more information)  

 

But wait, there’s more! 
Adding audio with SoundCloud 
 

To add audio to your post that is bigger than our 7MB size limit, you can utilize soundcloud.com. You will need 
to register for an account with the soundcloud service, which can be done with your Facebook page. First, visit 
soundcloud.com and click ‘sign in with Facebook’ 

 
Once there, upload an audio file to the service by clicking ‘Upload’, and filling in all the information needed, 
such as title, description,  etc. One that is completed, ensure that the following buttons are clicked and 
allowed.  



 
Be sure to disable downloads unless you want people to download your content, but for most cases, do not 
allow downloads.  Once the file is uploaded, you can ‘save’ the file and prepare for the next step.  
Now begin to compose a new post, like you would at the beginning of this guide.  Then go back to SoundCloud 
and check out your file: 

 
This is the SoundCloud file. You can play it to preview it and see if it’s what you want. Then click ‘Share’ 

 

You can click a Wordpress button, but don’t! That’s for the Wordpress.com service is NOT the service for 
OrbitMediaOnline. Instead, click on ‘edit your widget’, then open any of the tabs besides ‘HTML5’, (Only the 

Flash Option is available without paying for an upgraded SoundCloud Account and copy the ‘Wordpress Plugin 
Code’ at the bottom of this window. 



  

 
 Copy that embed code, and return back to your post on the website.  
OrbitMediaOnline has a plugin made specifically for SoundCloud. Once you have entered in all your other post 
information, and all you will need to do from here is past the embed code you got from the bottom of the 
Soundcloud window above! Click publish and you are done! You have officially uploaded a longer file in an 
attractive player!  
You can play with color settings and other things in the SoundCloud service if you would like as well, share on 

Facebook, etc.  
 

SoundCloud FAQ Solution 
How many files can I upload 
To a single Soundcloud account? 

Soundcloud’s free account, like the one you can create by connecting to 
your Facebook, only allows for 1 and a Half hours of audio to be 
uploaded for free. However, filesize is not an issue, and you can sign up 
for more free accounts as well. Or, if you so choose, you can buy 
additional minutes and features from SoundCloud.  

Where in my post should I put the 
Wordpress Shortcode?  

What we copied above was the Wordpress Shortcode for Soundcloud. It 
basically coded an audio player for us within our post. Typically, you 
should put this at the bottom of your post, below any textual information 
or pictures within the post.  

 


