
Creating Your Process 
Log in Wordpress
A CDVL Tutorial



Part One: Categories



The Categories 
Page

From your Wordpress 
dashboard, hover over 
the “Posts” button and 
select “Categories” from 
the dropdown menu.



Making a Parent 
Category

If you have process logs for 
more than one class, you’ll 
want to make a “Parent 
Category” for all of them. Make 
a category named “Process”, 
and make sure its Parent is 
listed as “None”.

(If you only need one process 
log, you can skip this step!)



Making a Child 
Category

Make a new category, 
but this time name it 
after the class the 
process log is for, and 
choose “Process” as the 
parent category.

(If you skipped the last 
step, keep the parent 
category as “None”)



Part Two: Menu Items



The Menus Page

Find the 
Appearance 
button on the 
sidebar, and click 
“Menus” on the 
dropdown list.



Add Categories to 
Menu

Choose “Categories” 
from the list on the 
right side of the menu 
editor. If the categories 
you made don’t show up 
right away, click the 
“View All” tab and check 
there.



Selecting 
Categories

Check the box 
next to the 
category or 
categories you 
just made, then 
click “Add to 
Menu”.



Organizing the 
Menu

You can click and drag 
menu items to change 
the order in which they 
appear. Since your class 
category is a child 
category of “Process”, 
drag it below and to the 
right, so that it becomes 
a sub item.



Saving the Menu

At the bottom of the Menu Editor, check the box 
next to “Primary Menu” and then click “Save 
Menu”. You’re done!


