
Tools / Settings 
 

Some handy tools allow you to quickly access Call To Action items or to view your settings within 
a block or page.  Some of these tools allow you to view additional configurations you might now 
easily see for your blocks or page within the system quickly. Below are instructions on how to 
find all those options. 

Black Administrative Bar/Sidebar 
If you are use to seeing the black horizontal administrative bar (which allows you to access CTA 
items or view a page quickly) and not seeing it.   

 

Vs.

 



Here’s how to set up the system so you can either display or hide the horizontal black admin bar 
at the top and sidebar. 

On the right top corner you will see three stacked dots: 

 

Click on that, and it will expose several view tools that you can turn on: 



 

The above shows “Fullscreen mode” turned on.  This hides that black administrative bar at the 
top and sidebar.  Click it off to display those areas (recommended). 



 

Toolbar (additional options for a block) 
Depending on what type of block you are on, there may be additional configurations for that 
block.  For instance, if I had a paragraph block, I might want to bold something, align it center, 
etc. In the below instance, I was working with just a plain paragraph block.  

 



The toolbar maybe turned “on or set” for it to appear at the very top of your page.  You may 
find it easier to have the toolbar show up just above each block you are working on. 

To turn the feature on to lock it on the top or have it show above each block is also located with 
those settings with the stacked three dots in the far top-right corner of your page. 

 

If the Top toolbar is checked that means it’s locked in place at the very top of your page.  If you 
want the toolbar to appear above each block that you are working on.  Uncheck it: 

 



Here you can see that I unchecked that, so that my bar shows up just above the content block I 
am working on: 

 

 

There are some additional features within that block that you may find useful as well.  Play 
around with each so you fully understand how it works.  If you checked a feature on and you 
don’t like how it reacts, then just simply hit the three stacked dots, and check it off. 

Document Overview 
This feature is very handy when you have a very long page or if you have a block within a block 
group (or nested blocks).  Knowing where you are within a document, may help you add an 
additional block in between blocks or having the ability to duplicate a block, copy a style from 
one block to another block or even simply just deleting the right block. 

That feature is in the top-left corner of the page. 

 



When you click on that feature, you’ll see a listing of the different blocks you have for the page 
layout.  You may have a group block that is holding additional blocks. 

 

 

You can click on each block to show the nested blocks and then easily add/delete/move a block: 

 

If I wanted to add a block before/after, copy a block, copy styles of a block or even delete a 
block, simply just make sure your block is highlighted in “blue”, and hit the three stacked dots. 



 

Then choose your option: 



 

I find this a very useful tool so I know exactly where I am and able to quickly move something or 
add something.  I recommend that you have this feature on when building or a page. 

Page/Block settings 
On the far right, you will notice two tabs (Page/Block).  These views allow you to configure your 
page or block with additional settings, like styles, or where a page might belong within the 
structure of your site (navigation). 



 

 

 

Page/Post Settings 

I don’t recommend that you make any changes within page settings, as web options have 
already set up the proper template, page link, status, etc.  If you make any changes to this area, 
there is a possibility that you will break your page or break a link on your site.  Changing the link 
can affect your menu navigation or pages that have a link to this page. If you change the status 



from published to draft, you can also bring down your page on the site for your web visitors 
from being able to view that page. 

 

But you may want to change the featured image at the top or an excerpt. 



Post Settings 

You may want to change something within a post.  For example, add a category or change a 
category of a post or change a featured image on that post, etc. 

 

 
 

 

 

 

 

Block Settings 

Additional features for your content block can be found within the Block Setting area, such as 
adding styles or configuration settings to help setup that block.  The features can change 
depending on what type of content block you are working with. 



 

The wheel above is for configuration on the block.  Such as Visibility – do you want to schedule 
that block to show up at a particular date and time?  Advanced area allows you to add 
additional style classes to change the look of a block.  You can find those at:  
https://www.clarku.edu/wordpress/design-elements/advanced-class-names/  

The ½ moon button is for adding styles on how you want the content block to look like: 

https://www.clarku.edu/wordpress/design-elements/advanced-class-names/


 

Again, depending on what type of content block you are using, these styles will vary.  The above 
is for a paragraph block. The below image shows the styles for a Media & Text block: 



 

Play around and choose different types of styles and settings to get comfortable with the 
designs. 

 

 

 

 

 


