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WordPress Workflow 

STEP ACTION 
1 Navigate to your WordPress login page.   

Note: Your backend WordPress login is your domain name (=website link) with /wp-admin 
added to the end of it. Once you type the link into the URL bar, WordPress will return a login 
screen. 

2 Enter your WordPress username and password.   
Note: You can save your login credentials by clicking “Remember Me”. 

3 Click “Log In”.  
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STEP ACTION 
4 As soon as you’ve logged in to your WordPress account, you’ll see the dashboard of the 

website/council you are managing.   
 

  

STEP ACTION 
4a If you are managing more than one council, hover over the “My Sites”, pick needed council and 

click on its Dashboard.  
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STEP ACTION 
5 Hover over “Pages” in the side menu, then right click on “All Pages” option and click “Open link 

in new tab”.  
 

 

STEP ACTION 
6 “Pages” screen will open in a new tab.   

7 Locate/search for a page that has the structure you want a new page to have. 
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STEP ACTION 
8 Hover over that page and click “Duplicate This”. 

 

 

STEP ACTION 
9 Page duplicate will get created in “draft” status. 

Note: Drafts are not visible to website visitors. 
 

 

 

 

 

STEP ACTION 
10 Hover over newly created item and click “Edit”. 
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STEP ACTION 
11 Change page title. 

 

 

 

STEP ACTION 
12 Press “Publish” twice. 

 

 

 

STEP ACTION 
13 When you get “XXX is now live” notification, click “Edit with Elementor”. 

 

 

 

 

 

13 

11 

12 



    

  FCC Website Instructions 
  Creating Pages: Duplicate 

 

6 
 

STEP ACTION 
14 Page editing screen will open with all information from the “original” page copied over. 

15 Refer to the “Editing Pages” document (starting step 9) for further instructions. 
 

 

 

 

 

14 


