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Introduction  

 

The first of our WordPress User Guides was originally written for clients of Interconnect IT's who had 

specified a website using WordPress.  Of course, what happened is that soon enough the guide was linked to 

and downloaded many times.  Several thousand times, which surprised us. 

 

Clearly, there was a level of demand for this information, and we do like to make people happy ï so we 

decided to continue updating this guide and releasing it.  For free. 

 

This guide doesnôt cover WordPress installation ï installation is well documented on wordpress.org, and if you 

wish you can go for a hosted solution on wordpress.com.  If you need help installing, migrating or upgrading 

your WordPress installation you should get in touch with us for a quote.  You'll need to contact us through our 

website's contact form at http://www.interconnectit.com/contact/  We may well add installation information at 

a later date, but time, at the moment, doesnôt allow. 

 

The guide also doesnôt cover configuration of WordPress ï all those lovely options in the settings page.  

However, weôre planning to add something about them ï perhaps more a ófrequently asked questionsô section, 

with simple answers. 

 

If you want further, personal training, we run both one-to-one courses here at our Liverpool base or in your 

office, or we have classroom courses where you'll be able to learn a range of WordPress skills ï from beginner 

to advanced.  We even offer developer training, though at the moment we tend to work with experienced 

developers, providing them with a helping hand, rather than a full ground-up training ï itôs a big subject. 

 

Guide Method 

 

This guide covers the basics in each section, trying to take a progressive approach so that each section builds 

on knowledge and skill acquired earlier in the guide.   

 

Our screenshots and usage all come from WordPress installed on a local computer, but they apply equally to 

WordPress installed on normal web server. 

 

One new change in this version is to include a series of exercises which are aimed at developing the readerôs 

skills. 

 

Please note that this is a guide for people learning about WordPress ï itôs not a complete manual.  If you find 

any errors or omissions.  The best thing to do if you find one is to go to either http://www.interconnectit.com 

and let us know through the contacts page, or to http://spectacu.la where you can join in and download the 

original Word document which you can edit and submit as a new version.  Spectacu.la members can even re-

brand this document and use it for their own purposes ï such as training or support. 

 

 

 

 

http://www.interconnectit.com/contact/
http://www.interconnectit.com/
http://spectacu.la/
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Using WordPress 

 

First Concepts 

 

WordPress has really moved the game forward for non-experts who want to maintain their own websites.  

Previously they had to either write their sites with clunky, proprietary site-builder software, or use expensive 

and difficult to learn packages like Dreamweaver which could require an understanding of often difficult to 

grasp languages and code such as HTML and CSS.  With WordPress you have the system to manage the 

content, and easy to download and install attractive themes that look after the visual presentation of the site. 

These can be paid for, or download for free from sites such as http://wordpress.org or themes clubs such as 

http://spectacu.la, http://woothemes.com, http://ithemes.com and more.  

 

What WordPress also does is to make possible the building of a semantically and chronologically structured  

website or blog which makes the job of search engines easier.  It provides an excellent platform for building 

everything from simple blogs, to significant news platforms like http://politicsandthecity.com .  The biggest 

limit, usually, is the imagination of the developers and designers creating themes and plugins, and of the 

content writers. 

 

Great Things About WordPress 

 

1. It's easy to learn 

2. It's stable and relatively bug free 

3. It's used by millions of people around the globe 

4. It scales well ï you could run a hugely popular blog on your site, with a hundred thousand visitors a 

day and WordPress will still be adequate ï and it should still work on a light-duty single serveré and 

even if it doesnôt, you can always balance the load across multiple machines 

5. It's simple, yet flexible ï and developers love it 

6. It has a huge range of free and premium themes which can add functionality and style to your site 

7. It has a huge selection of plugins that can add new features and tricks to your site 

8. Once youôve learned html, css and php you can really do almost anything with WordPress 

 

As you learn more about WordPress youôll learn a lot about what it can (and canôt) do.  But work within its 

relatively few limitations and you have a powerful and flexible friend managing your website. 

 

But letôs just cover a few things WordPress doesnôt do wellé 

 

1. Workflow is relatively unsophisticated, and although you now have versioning it wonôt support much 

workflow on pages that have already been published.  You can either edit them live, or you canôt. 

2. Easy page and menu management ï you canôt (yet) manage page orders and structures as easily as in 

some systems, which can be quite limiting in certain circumstances.  This is supposed to be coming 

soon, but theyôve been saying that for a long time.  You can always add a plugin to help, and some are 

excellent, but many believe that this functionality should be built into the system.  Others believe that 

presentation (which includes the order of the pages) is a problem for the themes, rather than being 

imposed by the system. 

 

 

  

http://wordpress.org/
http://spectacu.la/
http://woothemes.com/
http://ithemes.com/
http://politicsandthecity.com/
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Getting Started 

 

When you get WordPress installed you won't have any content in your site beyond what comes as vanilla ï 

which is a single category, a set of blog links you probably donôt want, a page and a post. 

 

So the first thing to do is: 

 

Log In! 

 

 

If you havenôt got a login link on your siteôs front page, simply add /wp-admin to the root address and youôll 

arrive at the login page as above.  The default themes always show login links in their initial configuration. 

 

During installation you will have set up a username  and been told of your password which will have been 

auto-generated.  Alternatively, if someone installed the site for you he or she will have given you the login and 

password details for you.  If you lose your details, you can click on ñLost your password?ò and a new 

password will be generated and e-mailed to you.  Youôll need to change this to something more memorable.   

Enter your details, select ñRemember meò if your computer is secure and only used by you and youôd like not 

to have to log in each time, and click on the Login button. 

 

Now you're logged in, you'll arrive at the Dashboard ï a screen that gives a range of information about your 

website: 

Check the 

'Remember Me' 

box to save 

having to login 

every time. 
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Youôll notice here that thereôs a great deal of information showing here in a series of widgets.  You can 

organise this information to best suit you, moving widgets around and expanding or contracting them in 

whichever you find appropriate.  In the above example weôve rolled-up the Recent Comments, QuickPress and 

WordPress Development Blog widgets. 

 

To move a widget, click and drag the bar of the widget around.  To roll it up, simply click on the right hand 

edge of the bar where youôll see an arrow appear. 

 

On the left hand side, youôll notice that thereôs a large list of links such as Posts, Media, Links and so on.  

What you see here will depend a lot on the user level you have on your blog.  Administrators can see 

everything, and subscribers the least. 
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QUICK EXERCISES: 
 

1. Try moving the widgets around ɀ for example, place 
Recent Comments at the bottom of the right hand column.  

What happened? 
 
 
 
 
 

2. Extend the QuickPress Box ɀ what do you think this is 
for?  Try writing something there.  What happened? 

 
 
 
 
 

3. Arrange the entire page in a way you feel would be most 
useful to you.  Experiment ɀ you can always change this page 

again in the future. 
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Navigating Around the Administration Panel 

 

Navigation of the admin panels in WordPress is pretty straightforward, but it can feel like there are a 

bewildering range of options to choose from. 

 

Youôll notice that to the left of the dashboard you have a series of links that you can quickly and easily click on 

ï these then expand out to show you other sub pages.  The quick reference below reveals the range of 

functions, with a brief explanation alongside:  

 
 

If you notice, thereôs an alternative, less screen hungry option which is great for those of you with smaller 

monitors ï simply click on the little slider you see in parts of the menu to make it smaller: 

 

 
 

When you click it, you will get a smaller icon-only version of the menu with the options appearing in a little 

pop-up. 

 

Understanding the difference between pages and posts 

 

Before we start working on your site, itôs important to have a clear understanding of the difference between 

pages and posts: 

 

Pages are usually those which have a static purpose in life.  For example an about page, resumé page or 

contact forms.  They do not usually contain information about news items, for example, which are 
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added to the site on a regular basis.  Pages are generally defined so that they are always accessible from 

the front page.  Some people build entire sites with just Pages ï this is especially the case for sites with 

little need for dynamic content and is very popular with small businesses who simply want an online 

brochure. 

 

Posts usually contain semantically and chronographically arranged information ï for example, news 

reports, event results, and of course blog entries!  The semantic structure is defined by categories and 

tags, and whilst making it easy for people to navigate your site will also help search engines to 

understand the content of your site and so improve the relevance of search results. 

 

Adding and Editing Content 

 

Rather than drone on about concepts, structure and methods, letôs start to get some content into the site right 

away. 

 

WordPress provides a number of tools ï for editing, and for image management.  It allows you to easily 

manage your content with a familiar editing interface.  You donôt need to learn HTML ï just the skills youôve 

already acquired using word processors like Microsoft Word. 

 

Formatting text using the rich editor 

You can easily enter format text using the rich editor if you're familiar with any word processing packages.  

Let's create a news article ï just go to Posts and Add New in the left hand toolbar (if youôre writing a static 

Page, you go to Pages and Add New instead): 
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As you can see from the buttons, itôs possible to format text in a number of ways using the buttons and theyôll 

be familiar to any user of word processor software.  You can also extend the size of the box by dragging on the 

bottom right of it. 

By default youôll only see one line of buttons, not the two below ï thatôs because you need to press the 

Advanced Options button on the far right to see them. 

 

Donôt forget ï if  you get stuck, hovering over the buttons will describe what they do, and the short cut to use 

them quickly from the keyboard. 

Essentially, what youôre working with should be familiar to you ï itôs rather like using Wordpad or some other 

similar low-end word processor. 

On the page youôll also see the usual Tags and Categories options.  Youôll see a full description of all these 

options in Setting Posting and Page Options 
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Text Styling Notes: 

When youôre writing you may have a style guide to work with.  If this is your own site, the following will be 

useful to you when choosing what text styles to apply in your content: 

1. Heading 1 through to Heading 6 ï in most themes headings within a post or page will start at 

Heading 3 (H3), going down to H6.  The higher the value, the more important a search engine 

will consider it, but remember that H1 is usually reserved for the site title at the top of the page, 

and H2 for the post or pageôs title.  Interfering with that order can result in search engine 

penalisation. 

2. Use Unordered or Ordered lists for lists that are relatively short, but resist the temptation to use 

them for lists of paragraphs ï instead, use the Heading styles. 

3. Use Bold and Italic in moderation.  Do NOT use bold as a substitute for heading styles ï bold is 

not as important to a search engine. 

4. Some themes may override your styling decisions ï for example, enforcing alignment, what an 

italic actually looks like and so on.  You should experiment with this. 

5. Most themes will highlight links in a different colour and with hover properties ï you shouldnôt 

need to worry too much about these. 

6. What something looks like in the visual editor and how it will look on the page are quite 

different, unfortunately ï make good use of the Preview button before publishing. 

 

 

Formatting text using the HTML editor  

You can also click on the HTML tab on the editor and input text in HTML ï the language that describes web 

pages.  This is for the more technically inclined and does have the advantage of making it easier for you to 

create more sophisticated designs.  Itôs worth noting that WordPress MU (used on sites such as WordPress.com 

and Edublogs) will, by default, filter out a lot of HTML, which will limit your options. 

IMPORTANT:  When using the html editor it's essential that you close all tags, or ask WordPress to do it for 

you by pressing the 'Close Tags' button.  If you don't then your site's layout will be broken whenever that 

posting or page is displayed. 

IMPORTANT (2): If a page or posting has been written using the html editor then any attempt to edit that 

article using the visual rich editor may result in content or formatting being lost.  This isnôt the problem it used 

to be. 

Writing a post 

 

As you can see from the screenshot down below, writing a post is just the same as a page ï but itôs something 

that, if youôre using WordPress for blogging, is going to be far more important for you.  To get there, select 

Write, then, if itôs not already on Post, select Post.  Some options are slightly different, because posts are 

organised differently.  If you are an Editor or Administrator on the site, you have a Publish button.  Once 

pressed the post becomes available on the website.  Before the post is ready, however, you can save it and keep 
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it as a draft.  Since WordPress 2.5, autosave came into place, and since 2.6 you then had a revision history, 

making it possible to see changes and revert to older versions of posts and pages. 

 

 
 

In the example above, you can see the Categories box to the bottom-right of the editor window.  Select a 

category of óNewsô. 

 

Letôs make this a short article about launching the website.  Place the text below into it the text box, with the 

title Our First News: 

 

Today we launched a new website.   We'll be producing ne ws and 

articles here for your enjoyment.  

 

Scroll back up, press Publish, and hey presto! Your article is on the website and the navigation area has 

reflected this change with the category of News now appearing: 
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Now create a couple of articles for testing with ï one called ñInteresting cats for 2009ò, and one called 

ñWordPress Is Greatò.  Enter any text you like in the post box.  Make sure that these two posts are in Trivia 

and WordPress categories respectively.  Donôt forget to add tags as well! 

 

So ï now you've done all this work, let's take another look at the website. 

 

Adding links to your posts 

One of the most important things you can do on your website is to link out to other sites.  Those other sites will 

appreciate the links, but it also shows where you get your information from.  This is useful to the reader and 

also a sign of an experienced and skilful blogger who cites his references.  Thereôs also absolutely nothing 

wrong with linking within your own site.  Of course, it takes a little extra time, but itôs worth it for the extra 

engagement. 

 

To create a link in text, highlight the text you wish to link, then click on the link icon in the editor: 
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Once the link icon is selected, you have a pop-up dialog: 

 

 
 

Simply insert the web address you want to link to in Link URL, choose the Target (ie, open in a new window 

or use the current browser window) a Title to give meaning to the link and which will show on hovering over 

the link, and a Class which is generally used most when linking an image and may give some alignment 

options and stylings ï do be careful with it, few people use it as it can cause issues with styling on some sites. 

 

Once youôre done, click Insert and the link has been created.  Itôs always worth testing links in case a mistake 

was made. 

 

Opening a link in a new window vs. Using the current window 

Many site owners are tempted to open links in new windows, because then it means their site remains in the 

browser.  However, web convention is that a link should keep you in the current window ï otherwise after an 

hour of browsing the user could have dozens of windows open that all need to be closed down.  In other words, 

opening a link in a new window is usually an inconvenience for a site visitor. 
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There are some situations where a new window works ï usually this is to pop something up where you just 

know that the visitor will want to quickly look at and then close ï however, in blogging this is relatively rare, 

so the best advice is to try and stick to opening links in the current window. 

Adding images to your posts 

You can easily add images using the standard WordPress tools.  Again, like so much of WordPress, there have 

been some dramatic improvements in recent versions ï including the automatic sizing of images, thumbnailing 

and image management. 

To add media to your post, youôll see a number of tools added.  You may find that on a lot of custom 

installations of WordPress MU you only have the small button that looks like a sun, on the right.  If thatôs the 

case then for most things you can use that image, but you may be limited with items such as YouTube videos.  

This is often done for security reasons.  If the feature is necessary, speak to your support team. 

 

If you press the Add Image button  youôll be presented with a pop-up window: 

 

You can close this window with the small X in the top-right corner, or by clicking outside of the box. 

Generally you wonôt upload images from a URL and will use the button óChoose files to uploadô.  Here you 

can upload one or many images.  On most servers youôll be limited to images of 2MB or less in size, so if you 

have a high-res digital camera you might need to resize the images before uploading. 

You can upload multiple images with the Flash uploader.  Simply selected the different images while holding 

CTL: 
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Once youôve selected the images, simply press the Open button, and youôll see the window come back with the 

following showing in it as it uploads and resizes the images: 

 

Once done, youôll see a list of the images youôve just attached to the post. 

This shows the thumbnails created.  If something went wrong at this stage and no thumbnails were created, 

there may be a problem with your connection or with the serverôs configuration. 

So ï click on óShowô for each image and youôll get a dialog expanding into place: 














