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• How to Create a Self-Assessment Category  

• How to Create a Core Competency Page  

• How to Add a Category and Page to Your Menu Structure  

How to Create a Self-Assessment Category  

 

Step 1: Go to your Dashboard  

Step 2: Select Posts  

Step 3: Select Categories  

Step 4: Name your category - Self-Assessment (exact)  

Step 5: Choose none  

Step 6: Click Add New Category  

  

How to Create Pages  

 



Step 1: Go to your Dashboard  

Step 2: Select Pages, Add New   

Step 3: Title your page – Core Competencies (exact)  

Step 4: Select Publish  

Step 5: Edit the visibility and publishing time of your page if necessary  

  

 
  

Step 1: Go to your Dashboard  

Step 2: Select Appearance   

Step 3: Select Menus  

Step 4: Select the Core Competencies page to add to your menu, then select Add to Menu (select 

View All to see all created pages)  

Step 5: Select the Self-Assessment category to add to your menu, then select Add to Menu (select 

View All to see all created categories)  

Step 6: Adjust the menu structure by dragging and dropping. Firstly, go and drag the Core  

Competencies page and place it under Digital Citizenship. Secondary, go and drag the 

SelfAssessment category and drag it under Core Competencies, and stagger it one position to the 

right.  Step 7: Save Menu  

  

  
  
  

How to Change Your Menu Structure   

  

  



How to Use Add 

Document  
  

Step 1: Go to your Core  

Competencies page on your blog  

Step 2: Select Edit  

  

  

  

  

  

  

Step 3: Select Add Document  

  

  

  

  

  

  

  

  

  

  

  

Step 4: Select Upload Document  

Step 5: Select Insert  

  



 

  

Step 9: Click Insert  

Step 10: Click Publish  

  
Step 6:   Locate  the  PDF  you have already saved,  How  

to Self - Assess Using the Core Competencies  that  

you  have   saved   

  

Step 7:  Click Select   

  

Step 8:  Click Select once you have chosen the file   


