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Managing Comments 

It is recommended that you do not allow comments to appear on your page without them 

being approved by you the administrator. To change the settings to ensure this: 

 

1. Go to the Dashboard: 

2. Select Settings:  

3. Select Discussion: 

 

 

 

 

 

 

4. Scroll down to Before a comment appears: 

 

 

 

5. Ensure that ‘comment must be manually approved’ is selected. 

N.B on this page there are various settings you can edit i.e. email notifications 
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Managing Comments 
 

 If you decide to allow comments you will need to manage any comments parents or 

members of the public leave. It is important to remember that no comments will appear on 

your website unless they have been approved. 

If someone leaves a comment you will know as when you go to your dashboard there will be 

a notification:  

 

1. To view and approve a comment click on Comments: 

2. Hover over the comment and options will appear 

3. Click on Approve: 

 

 

 

 

 

 

 

 

 

 

Every new page which is created by default is set to allow comments from members of the 

public.  You have the option to remove this if you wish. 
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To remove the option to comment on an indivudal page or post 
 

1. Go to the dashboard: 

 

 

 

 

2. Select pages or posts on the left hand side of the page (select page if you are 

removing comment from a page and select post if you are wanting to remove 

comments from the blog post. 

 

3. Hover over the page or post you want to remove the option to comment on.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select Quick Edit: 
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5. Untick the Allow Comments and then click on Update: 

 

 

 

To remove the option to comment from all Blog Posts 
 

1. Go to Dashboard > Settings > Discussion 

 

2. Default article settings – Untick “allow people to post comments on New articles”  

 

 

 

 

3. Save 

 

(comments on blogs will still appear on old posts where you have allowed comments, this 

will only effect any future blog posts) 


