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01.

Welcome to the guide to Making Edits on Your RocketLevel Website on the Nova theme.

With your username and password, you can log in and make edits to your website at your 

convenience! While many edits can be done by yourself, you are always welcome to request 

assistance with edits by emailing support@rocketlevel.com. Our dedicated developers can also 

help you make edits that require advanced coding to preserve your site’s functionality.*

Introduction
to editing

BASIC EDITS
You can make using your website login credentials:

Uploading images to the media library. (pg 5)

Updating the logo on your website. (pg 6)

Changing your menu layout. (pg 10)

Changing your global brand colors. (pg 12)

Editing your website’s homepage. (pg 14)

Adding new pages and photos to your website. (pg 15)

Editing content on a current page of your website. (pg 17)

Creating a new blog post and editing existing ones. (pg 19) 

ADVANCED EDITS
That you should send to our support team:

Changing section background images

Making specific color adjustments beyond global colors

*Advanced edits requiring additional coding will incur a fee of $50 per hour which is charged after you approve an 

estimate.

#
#
#


STEP 1

STEP 3

Go to your website and find your URL

address at the top of the screen.

You will then be redirected to a new page 

that will prompt you to log in. Once you are 

on this page, you will need to enter your 

username and password for your website. 

This information was given to when you first 

launched your website. 

STEP 2

STEP 4

At the end of your website’s URL address 

(after the .com or .net), type /wp-admin and 

then hit enter.

After you have logged in to your website, you 

will be directed to your dashboard.

02.

Logging in to your website



You will use your website’s dashboard (also called the back end of your website) to navigate your 

way through your site and to make edits. On the next page, the areas that you need to know are 

outlined in blue with descriptions of each highlighted section.

03.

Navigating your website’s dashboard



04.

Navigating your website’s dashboard

Nova

This will have the name of your business  and 

will allow you to view the front end of your 

website. You will also access your dashboard by 

hovering over the button when you are on the 

front end of your website. 

Posts

Add new blog posts or edit current blog posts. 

Media

View your media library and upload photos.

Pages

Locate all the pages on your website, add new 

pages, and edit current ones. 

Appearance

Under Appearance > Customize, you will have 

the ability to customize your homepage, header, 

footer and global website appearance settings.



Before you move on to changing your logo, swapping out pictures on your homepage and 

updating images on your internal pages, you’re going to need to get familiar with uploading 

images to your website’s Media Library. 

05.

Uploading images to the media library

STEP 1

From your dashboard, click Media in your 

main navigation menu.

STEP 2

Click Add New.

STEP 3

Drag files from your device onto the upload 

box OR click the Select Files button.

STEP 4

Select the image(s)* you want to upload 

from your device and click Open. The 

uploader will automatically start and add 

the file to your media library!

*Images must be less than 1MB in size to prevent slow page loading times. If you have a large image or series of images, we recommend 

compressing them with tinypng.com.

https://tinypng.com/


06.

LOCATION 1: SITE HEADER

LOCATION 2: SITE MOBILE MENU

LOCATION 3: SITE FOOTER

Your logo is displayed at the top part of your website on every page.

Your logo also appears when a site visitor opens your 

website navigation bar on their mobile device.

When selecting a logo for this section, be sure that it 

works well with the background color!

Your logo can also be found at the bottom of each 

page on the footer of your website.

Updating the logo on your website



07.

Updating the logo on your website

ACCESS THE CUSTOMIZER PANEL

Find the section called Appearance on the 

left side of your dashboard. Hover your 

mouse over it, and a side menu will appear. 

Select Customize.

SITE HEADER LOGO - STEP 1

SITE HEADER LOGO - STEP 2

Once you are in the Customizer Panel, you 

will be able to access settings and a live 

preview of the site. Click on Homepage 

Blocks then Header: Logo & Menu.

Click on the dotted box under the Logo 

Upload label. 



08.

Updating the logo on your website

SITE HEADER LOGO - STEP 3

Select a file from your device to upload (pg 5) 

as a logo OR click on the Media Library tab to 

select an image from your collection of 

images if you have one.

SITE HEADER LOGO - STEP 4

MOBILE MENU LOGO

Click Choose Image. You will be taken back to 

the Customizer Panel where you will live 

preview the new logo. 

You also have the ability to upload a logo for 

the menu that opens on the mobile version 

of your website! 

From the Header: Logo and Menu panel, click 

on the dotted box under the Logo Upload 

for Mobile Menu label and repeat steps 2 

through 5 as outlined above. 

SITE HEADER LOGO - STEP 5

If you’re happy with the logo, click the blue 

Publish button at the top right of the 

Customizer Panel. If not, repeat steps 2 

through 4.



09.

SITE FOOTER LOGO - STEP 1

From the Customizer Panel, click on 

Homepage Blocks then scroll down to access 

Site Footer at the bottom.

SITE FOOTER LOGO - STEP 2

SITE FOOTER LOGO - STEP 4

Click on the dotted box under the Logo 

Upload label. 

Click Choose Image. You will be taken back to 

the Customizer Panel where you will live 

preview the new logo. 

Updating the logo on your website

SITE FOOTER LOGO - STEP 3

Select a file from your device to upload as a 

logo OR click on the Media Library tab to 

select an image from your collection of 

images if you have one.

SITE FOOTER LOGO - STEP 5

If you’re happy with the logo, click the blue 

Publish button at the top right of the 

Customizer Panel. 
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COMPACT

LEFT-ALIGNED

CENTERED

Your logo, navigation links, and CTA button are all found in one short section.

Your logo and CTA button are found in one short section and your navigation links are underneath. 

Your logo is centered in a short section beside your CTA button. The navigation links are underneath.

Changing your menu layout

You can choose to display your logo, menu, and a call to action button  in three different layouts:



11.

Changing your menu layout

STEP 1

Find the section called Appearance on the 

left side of your dashboard. Hover your 

mouse over it, and a side menu will appear. 

Select Customize.

STEP 2

STEP 3

Once you are in the Customizer Panel, you 

will be able to access settings and a live 

preview of the site. Click on Homepage 

Blocks then Header: Logo & Menu.

Select a menu style from the dropdown 

labeled Menu Style. Once you find the one 

you like, click the blue Publish button.



12.

STEP 1

Find the section called Appearance on the 

left side of your dashboard. Hover your 

mouse over it, and a side menu will appear. 

Select Customize.

STEP 2

STEP 3

Once you are in the Customizer Panel, you 

will be able to access settings and a live 

preview of the site. Click on Global Styles.

Click on Color Settings.  Here you’ll be able to 

change the Primary Color, Secondary Color, 

Dark Color, Text Color, Light Color, Link Color, 

and Link Hover Color.

Changing your global brand colors



13.

STEP 4

Click on Select Color to open up a color 

picker. Enter a hex code or click around to 

select a color. Use the slider on the 

right-hand side to make it darker or lighter. 

STEP 5

Click Publish to save your changes.

Changing your global brand colors

If you are need help selecting a single 

color or multiple colors, please reach out 

to us! 



With your Nova themed website, you can choose to display or hide sections of your homepage 

and even rearrange them to better tell your story and sell to your ideal customers. 

14.

Editing Your Website’s Homepage

HOMEPAGE SECTIONS

From the Customizer panel, click Homepage 

Blocks to access your homepage live editor. 

For a full breakdown of the homepage 

sections included in your website, please 

visit our section key.

HOMEPAGE SECTION OPTIONS

Each section of the homepage will have different options depending on the elements that exist 

within it. Here’s a quick breakdown of common options:

Active - Toggle this ON to display the section. 

Toggle it OFF to hide it.

Image - Upload an image from your device or 

select one from your Media Library. (pg 5)

Position - Move elements to the left, center, or 

right.

Button Link - Configure a button to link to other 

pages of your website or to a new website 

entirely. If you do not configure a button, it will 

not appear.

Heading, Subheading, Title, Description, etc.  

Enter text into these fields to display on your 

website. 

https://app.rocketlevel.com/assets/4240


STEP 1

Find the section called Pages on the left side

of your dashboard. Hover your mouse over it,

and a side menu will appear. 

Select Add New.

STEP 2

Clicking the Add New option will bring you

to a new blank page. Here, you can add the

page’s title and click on the “+” button to add 

content blocks in the Gutenberg editor.

15.

Adding a new page to your website

SWITCHING TO CLASSIC

If you prefer to work with a classic Wordpress 

page editor, you can select and add the 

Classic block. 



STEP 4

To add images, scroll down on the blocks and 

select the Image block. Then you can upload 

an image from your device or select one from 

your media library. (pg 6)

16.

Adding a new page to your website

ADDITIONAL SETTINGS

To view more settings for a particular block, 

click the button with three vertical dots and 

click Show more settings. This will open up 

another settings panel on the right.

STEP 5

As soon as you have finished adding the

media and content that you want, you can

preview what the page will look like before

you save it. The Preview option will be to the

right of your screen, beside the Publish box.

STEP 6

Once you are happy with your page, click the 

blue Publish button to save your changes 

and publish them for your website visitors.



STEP 1

Find the section called Pages on the left side

of your dashboard. Hover your mouse over it,

and a side menu will appear. Select All 

Pages.

STEP 2

Once you see the list of your pages,

select which one you want to edit. For the

purposes of this example, we will use the

About Us page.

17.

Editing pages on your site



STEP 3

Once you select the page, you will be navigated to the area where you can edit the content. For 

more information on editing the page using the block editor, please refer to page 15.

18.

Editing pages on your site

STEP 4

Once you have completed your changes, you can either preview or update the page. 



STEP 1

The first step is to log in to your website’s 

back end. From your dashboard, you can 

create a new post two ways: you can either 

select the New button at the top of your 

dashboard and choose Post or select the 

Post button on the side of your dashboard 

and choose Add New. Both options will bring 

you to the same page.

STEP 2

The New Post page will give you the option to add a title and content. For more information on 

building out the post using the block editor, please refer to page 15.

19.

Creating a new blog post



STEP 3

STEP 4

20.

Creating a new blog post

After entering your post’s title and content,

you can preview the post before publishing it by clicking Preview at the top right of the screen.

After you have previewed your new post and confirmed that it is accurate, you are ready to post 

it. This can be done by going back to your post and selecting the Publish option.


