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This Guide contains information that you will need to understand as a Writer on RiderwoodLife.com.  

It is augmented by online Tips that provide details of how to edit and manage your 

RiderwoodLife.com pages and media.  Please become familiar with the content of this Guide before 

starting to edit your pages. 

 

https://riderwoodlife.com/about/tips-for-writers-of-riderwoodlife/
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Security and Privacy on RiderwoodLife.com 
 

Security and privacy are critical components of RiderwoodLife.com.  As a Writer, you have a 

responsibility to do your part to maintain a safe and secure RiderwoodLife.com website. 

Privacy – Personal Information and Images 

RiderwoodLife.com is a public website on the Internet.  While an account and password are required 

to update the content, there is no login needed to view any of the content.  Anyone, anywhere, can 

look at your pages and “bots” are constantly scanning internet websites for personal information.  So 

the RiderwoodLife policy is that no resident contact information is to be included on any pages.  

The Contact Information section below provides details about group email addresses and how to 

refer to MyErickson for individual contact information.  Occasionally, staff or non-resident contact 

information may be needed, and it’s OK to include the information, if explicitly authorized by the 

individual. But no resident personal information (phone number, email address) should ever be 

included. 

The use of images and videos of residents also needs to be handled with care.  As a Writer, you 

should always confirm that any resident pictured in media on one of your pages has given their 

consent.  You can work with the group contact for the page to obtain this confirmation of consent.  

The authorization can be a simple verbal consent or a written consent. (There is  a 

RiderwoodLife.com Media Authorization form if you would like to use it.) And, in general, you want to 

avoid associating resident names with specific photos, to reduce the exposure of personal 

information. 

Security – Passwords 

WordPress requires at least 6 characters in your password, but 8 or more is better.  WordPress does 

not require a combination of uppercase, lowercase, numeric, and special (! ? $ % ^ &) characters, but 

it is best to include at least one of each in your password.  There are lots of password guidelines and 

password management tools available, but the main requirement is that you use a strong password, 

so that it is not easy for a “bad actor” to change the website content by gaining access to your 

account. 

And please don’t share your password!  If someone else needs to update your pages, an Admin user 

can set them up with a separate account.  It’s important to associate an account with a single 

individual person. 

 

 

Getting Started with a Wordpress Account 
 

To update pages on the RiderwoodLife.com web site, you need to be “invited” to the 

RiderwoodLife.com web site and sign up for a Wordpress account. 

https://riderwoodlife.com/wp-content/uploads/2022/10/RiderwoodLifeMediaAuthorizationFormV2.pdf
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Steps to Create Your Account 
 

1. Send an email to support@riderwoodlife.com from the email address you want to use with your 

account. 

 

2. An admin user will process your request, and you will receive an invitation email.  Click on the 

“Accept Invitation” button. 

 

3. You will be sent to a wordpress.com web page to enter a password. (Click on the “eye” to be 

able to see what you have typed for your password.)  Then press “Continue” or “Log In”. 

 

4. Wordpress will automatically create a “Username” for you, which you can use instead of your 

full email address in subsequent logins.  It will look something like “myemail1234”.  In the next 

step, you can change this name if you wish. 

5. Once you are in the Wordpress site, click on the person  icon in the top right, to bring 

up your “My Profile” screen.  Enter your first and last names. 

 

You will have both a “Public display name” (which displays in a number of locations), and a 

“Username” (which you can use to login with instead of your email address.) 

 

a. Edit your “Public display name” to be what you would like it to be (i.e., you can 

remove the numbers that were automatically added or change it however you would 

like.)   Then click “Save profile details”. 

 

b. To edit your login Username,  

 

• Click “Account Settings” in the left-sidebar menu 

• Type in a new Username (probably something short and memorable) 

(Wordpress will let you know if the username you chose is not available; you will need to 

have a username that is unique within Wordpress). 

• Type a confirmation of the new Username 

• Click “Save username”.   

 

6. A subsequent screen will ask “Would you like to join RiderwoodLife.com as: writer?”  Click 

“Join” to accept the invitation. 

7. Finally, click on the “logout” button in the left side panel of your Profile Page!  This will 

reset your browser session to be ready to connect to the Wordpress dashboard for 

RiderwoodLife.com.  X out the Wordpress tab, since you should not use that to log back in. 

 

Once you accept the invitation, an email will automatically be set to the RiderwoodLife administrator, 

who can now assign existing pages to your account. 

mailto:support@riderwoodlife.com
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Changing Your Password 

If, in the future, you want to change your password, click on the person  icon in the top right of 

your dashboard, and then click on “Security” in the left sidebar.  This will bring up a screen where you 

can enter a new password. 

Forgot your Password? 

If you enter the incorrect password, a “Lost your Password?” option appears near the bottom of the 

login screen.  Click that, and then follow the instructions.  WordPress will send you an email with a 

“Reset Password” button.  That button leads to a WordPress screen to enter and save a new 

password.  When done, return to riderwoodlife.com/wp-admin to login again.  

 

Using the WordPress Page Editor 
 

Your role as a Wordpress user on RiderwoodLife.com will be as a “Writer”, so you will only be able to 

add, change, or delete pages and media that you own.   

 

BE SURE TO LOGOUT OF ANY wordpress.com sessions BEFORE PROCEEDING.   

Use the person .icon at the top right to bring up your Profile page with the “Log out” button in the 

left-hand menu. 

To access and edit your pages, go to 

 https://riderwoodlife.com/wp-admin 

and login with your email address or username. 

When you first log in, the screen will display the Wordpress Dashboard.  Click on Pages in the 

left sidebar menu to view the pages you own. 

Click on the page name of the page you want to change, or click on “Add New” to create a new page.   

Or select Edit (classic editor) to use the default editor.  On the left sidebar, in the “Publish” block, click 

the “Preview Changes” button to bring up the page in a new tab, and don’t forget to click the “Update” 

button to save your changes before you logout.  For a new page, you can either save it as a Draft or 

Publish it.   

See Tips for Riderwood Writers for more details about editing your pages. 

 

Conventions for RiderwoodLife Pages 
 

https://riderwoodlife.com/wp-admin
https://riderwoodlife.com/wp-admin
https://riderwoodlife.com/about/tips-for-writers-of-riderwoodlife/
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Page Title 
Please type the heading with an initial Capital letter for each word, and the rest of each word in 

lower case). 

Contact Information 
If you would like to use a generic email address myclub@riderwoodlife.com, an address can 

be set up to forward email to you or anyone you might designate.  Contact 

support@riderwoodlife.com if you would like an email address, and include both the email 

name you would like and the email address to which mail should be forwarded.  For more 

information, visit Email Forwarding Addresses – Tips. 

If you want to include the names of individuals on your page, do not include phone numbers or 

email addresses.  These pages are publicly readable, so instead, include something like this, 

with a link to myerickson.erickson.com: 

See the Riderwood Resident Directory, available at your front desk or 

online at MyErickson. 

Page TOC 
If you make use of the Heading1 through Heading 6 “Styles” and have 4 or more sections in 

your page, a “Page Content” block will automatically be generated right before the first heading 

when the page is displayed.   This supports direct access to each section by clicking the text in 

the “Page Content” block. 

To see the TOC in the Preview, you need to first save the page (Update or Publish). 

If you want to use the Heading styles for other purposes, disable the automatic TOC by 

scrolling down to the “Table of Contents” block and check the “Disable automatic insertion of 

the table of contents.” box. 

Subpages  
Typically, it will be better to put all your content on a single page, to avoid extra navigation for 

users.  You can also put relatively static content in PDF documents in the Media Library, and 

link to them from your page, as described below. 

But if you do use subpages, remember to create the parent-child relationship by choosing the 

appropriate parent page for the page you are creating or editing in the “Page Attribute” block.  

To include a subpage attached to its parent in the top menu, an admin user will need to update 

the menu, so please send email to support@riderwoodlife.com.   Subpages are NOT included 

in the right sidebar menu, so be sure to include a link to the subpage in your main page. 

Media and the Media Library 
Each main page should include a photo or icon at the beginning to provide some interest. 

Additional images, short video clips, and documents can be incorporated as you would like.  

If you have several files that you will be using for your pages, you can pre-load them into the 

Media Library.  Click on Media Library to bring up the Media screen.  Click on Add New, and 

then Select the files you want to add by dragging them in or using the computer’s file manager 

to identify the files; multiple files can be selected and uploaded at the same time. 

mailto:support@riderwoodlife.com
https://riderwoodlife.com/about/email-forwarding-addresses-tips/
https://myerickson.erickson.com/
mailto:cookpet1@gmail.com
mailto:support@riderwoodlife.com
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You can also add new media as you edit your page.  In the page you are editing, position the 

cursor at the insert point where you want it to be, and 

Click “Add Media” 

Click “Upload files” if the file is not already in the Media Library (Drop or Select 

the image file you want to add), or 

Simply select the file from the Media Library contents 

Click “Insert into page” 

 

Images and Video 
Images (.jpg, .png, etc. files) and video (.mpg, .mov, etc.) files will be inserted at the cursor.  

However, once the file is in the Media Library, you can change the page to include a link 

instead of the original file, if you just want a link and not the image/video to be visible in your 

page. 

There is other information you can edit, including Alternate Text, that will be displayed if the 

picture cannot be or if the browser is reading aloud the text on the page.  Once the image or 

video is in the page, you can click on it and a menu bar will appear to allow you to 1) adjust its 

alignment relative to your text, 2) edit it, or 3) remove it from the page.  You can also adjust its 

size by “grabbing” the corners. (Note that removing it from the page does not delete it from the 

Media Library, you will need to do that separately). 

Some web sites that have free images and logos: 

Pexel.com - Free images 

Pixabay.com - Free images 

Logomakr.com - Design logos for free, has lots of designs to start with. 

 

Documents 
The same “Add Media” mechanism lets you also add a .pdf or other file to the Media Library 

and insert a link to it in your page.  Only the following file types are supported: 

 

File Type File Extension Result 

PDF .pdf File opens when link is clicked 

Word Document .docx, .doc File downloads when link is clicked 

Excel Spreadsheet .xlsx, .xls File downloads when link is clicked 

Zip file .zip File downloads when link is clicked 

 

Most document creation tools allow you to EXPORT to a PDF file, which is more secure than 

the original working documents.  Unless there is a reason for other types, export to a PDF 

document before uploading into the Media Library. 

Once the document is “Inserted” into your page, edit the link as described in the next section. 

Pexel.com
Pixabay.com
Logomakr.com
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Web Links 
When inserting a link to an external web site or to a file in the Media Library, be sure to set the 

link option to “open link in a new tab” in the settings, so that the original page will remain as a 

browser tab and the link will be a new tab. 

When a page with an embedded link is displayed and the cursor hovers over the link, the text 

or image will automatically be highlighted, so no additional editing of the text is needed. 

 

Managing Media 
Your Media Library listing will only contain the media files that you own, and it will indicate the 

name of the Page to which the media is “Attached” if you used the Add Media button directly.   

You can filter the list in several different ways, to identify any files that can be deleted from the 

Media Library to free up space on the website.  Please review your media files frequently 

and delete any that are no longer needed for your web pages. 

Your media files will only be visible from the “Classic View” Screen Option (pull-down at the 

right top of the page).  If files are not visible, switch to the “Classic” Screen view. 

Using Folders 

The Folders sidebar can be expanded or collapsed on the right side of the Media Library page 

(hover over the separator line to make the “<” visible).  The Folders sidebar contains a list of 

existing folders for the whole RiderwoodLife.com website, but only the media files that you own 

will be visible in any of the folders. 

If you manage several different pages, you can set up a personal Folder with Subfolders to 

help you organize the media.  Alternatively, if a main page has a lot of media, you can set up a 

Folder for the main page, and then organize Subfolders as needed.  Use the New Folder 

button to create a folder and subfolders.  Drag and drop media files from the “Uncategorized” 

listing to your subfolders. 


