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Introduction

The first of our WordPresdser Guids was originally written for clients of Interconnect IT's who had
specifieda website using WordPress. Of course, what happened is that soon enough the guide was linked to
and downloaded many timeSeverakthousand times, which surprised us.

Clearly, there was a level of demand for this information, and we do like to makie pappyi so we
decided to continue updating this guide and releasing it. For free.

This guide doesndt cianstalationWwaall doBumensed oniwardpitess.brgy, and if youn

wish you can go for a hosted solution on wordpress.cdiyoul 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 attp://www.inteconnectit.com/contactiVe may well add installation information at

a | ater date, but ti me, at the moment, doesndt allo

The guide also doesndt d allthese lowly opfionsgnuhe aettingepageo f Wor d P
However , wedaddkesomethiagabhoutthghpte r haps more a O6frequently a
with simple answers.

If you want further, personal training, we run both-éo®ne courses here at our Liverpool base or in your
office, or we have classroom courses whare'll be able to learn a range of WordPress skiftom beginner
to advanced. Weven offer developer training, though at the moment we tend to work with experienced
developers, providing them with a helping hand, rather than a full gropiichiningi i t 6s a bi g subj e

GuideMethod

This guidecovers 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 screenshetand usage all come from WordPrestalled on a local computer, but they apply equally to
WordPress installed amrmal web server

One new change in this version is to include a seri
skills.

Pleasenote that this is a guider people learning about WordPréss t 6 s not a dfyanfirdet e man
anyerrors or omissions. The best thing to do if you find one is to go to éitipetwww.interconnectit.com

and let us knowhrough he contacts pager tohttp://spectacu.lahere 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 foeithown purposes such as training or support.
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Using WordPress

First Concepts

WordPress has really moved the game forward forergerts who want to maintain their own websites.
Previously they had to either write their sites with clunky, proamnesitebuilder software, or use expensive
and difficult tolearn packages like Dreamweaver which could recaninenderstanding 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 instliractivethemeghat look after the visual presentation of the site.
These can be paid for, or download for free figitas such alttp://wordpress.orgr themes clubs such as
http://spectacu.lehttp://woothemes.conhttp://ithemes.conand more.

What WordPress also does is to make possible the building of a semaatichtiironologally 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 platfolikes http://politicsandbecity.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'seasyto learn

2. It's stable and relatively bug free

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

4. It scales well you could run a hugely popular blog on your site, with a hundred thousand visitors a
day and WordPress will still be adequatand it should still work on Bght-dutys i ngl e ser ver é
even i f outcandlwagssbalante the lpad across multiple machines

5. It's simple, yet flexiblé 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 addfeetures and tricks to your site

8 Once youbve | ear nedcnréallymdlmostanytising avith orgPness y o u

As you | earn more about WordPress youdll l earn a | o

relatively few limitationsand you have a powerful and flexible friend managing your website.
But |l etédés just cover a few things WordPress doesndt

1. Workflow is relativelyunsophisticatedand although you now have versioningib n 6 t ®wuclp por t
workflow on pagesthathav al r eady been published. You can e
2. Easypage and menu manageniewtou candt (yet) manage page order
some systems, which can be quite limiting in certain circumstarides.is supposetb be coming
soon, but theydve beeYouwmaaways gdda gluginto Help,randaome aren g t |
excelent, but many believe that this functionality should be built into the system. Others believe that
presentation (which includes theder of the pages) is a problem for the themes, rather than being
imposed by the system.
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Getting Started

When youget WordPress installegu won't have any content in your diteyond what comes as vaniila
which is a single category, asetofblogk s you pr ob apabeyandhpostdt want ,

So the first thing to do is:

Log In!

« Back to Liverpool Motor Club

@WORDPRESS

Username

Password

[ Remember Me

I f you havenodotyouwatd s af I ogjriplp adéh/ygadmin torthe root address apncb u 6 | |
arrive at the login page as abovEhe default thenwalways show login links in their initial configuration.

During installation you will have set upuaernameand been told of your password which will have been
autogenerated Alternatively, if someone installed the site for you he or she will haxengyou the login and

password details for you. If you lose your detailsy ou can c¢lick on ALost your p
password will be generatedandna i | ed t o you. Youdl | need to change
Enter your details, selec A" Re member meo i f your compudeyouddseécle

to have to log in each timand click on the Login button.

Now you're logged in, you'll arrive at the Dashboa/dscreen that gives a range of information about your
website:
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Learning WordPress . New Post admin | Turbo | Log Out
A Screen Options Help
q
A Dashboard Dashboard
5 Posts Right Now QuickPress
Media At a Glance
@9 Links Q Posts 38 comments Recent Drafts
Image resizing 17 February 2003
B 6 Pages 38 Approved
= wiew all
) Comments 7 Categories (o]
18 Tags O spam WordPress Development Blog
ED Appearance
. e Theme BG Intranet Portal with 7 Widgets Change Theme
) .
‘& Plugins You are using WordPress 2.7.1. Other WordPress News
A Users How to Highlight Search Terms with jQuery
'} Tool Recent Comments . .
T Tools Google Analytics script
Sattings ‘
Plugins New WordCamp SF Site
Most Popular WordPress Theme Releases for o4/ 09
Google XML Sitemaps (Install)
This plugin will create a Google sitemaps compliant XML-Sitemap of TalkPress and bbPress
your WordPress blog.
Newest Plugins . .
. 9 Incoming Links
Pinyin Tones (Install)
This is a small plugin allowing you to turn digital pinyin notation This dashboard widget queries Google Blog Search so that when
(Chinese transliteration standard) into a diacritic one. another blog links to your site it will show up here. It has found no

incoming links... yvet. It's okay — there is no rush.

Recently Updated

oobgolf Widgets (Install)

oobgolf Widgets is a plugin that allows you to display various bits of
information from your cobgolf.com profile on vour blog.

Youbl !l notice here that t hehemidaseresawidgets Yaleam! of i nf
organise this information to best suit you, moving widgets around and expanding or contracting them in
whichever you find appropriate. lnte a b ov e eexdedpplthe ReventiComments, 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 wéappeare youdl |l see an arro

On the |l eft hand side, youdll notice that therebs a
What you see here will depend a lot on the user level you have on your blog. Administrators can see
everything, and subscribers tleast.
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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.

Youodl | n o t lefcotthetddslabbardtyau havéhaeseries of links that you can quickly and easily click on
T these then expand out to show you other sub pagesquidiereferencéelow reveals the range of
functions, with a brief explanation alongside:

Appearance

i Dashboard Themes

|

Manage the Appearance of the site |

Widgets
5 Posts <—+ Create, Edit and Manage Posts and Categories | Editor
Edit Current Theme
Options
Add New
T Custom Image
8= Header
Categories = . - -
. - £ Plugins 1—+ Manage plugins to extend the site's functionality |
By Media Manage Media
. Installed
Library Add New
Add New .
Editer
& Links - Manage Links - mostly used if you're managing a -
- —% . - 4 I
e — directory or similar 4, Users 1—+ Manage Users, including yourself, reset passwords |
Authors & Users
Add New Add New
Link Categories N
Your Profile
Pages o Create, Edit and Manage static Pages | T} Tools <—+ Tools to assist in jobs such as Exporting content |
Edit
Tools
Add New
Import
L) Comments <—+ Moderate, Manage and Delete Comments | Export
Upgrade
Settings <—+ Settings that control how the site functions
General
Writing
Reading
Discussion
Media
Privacy
Permalinks
Miscellaneous
Ifyounotce t hereds an alternative, |l ess screen hungry o

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

THY LESIIDUADNU

When you click it, you will get a smallé@on-only versionof 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, itbés importan
pages and posts:

Pagesare usudy those which have a static purpose in lifear Example an about page, resuymage 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 defthatitbey are always accessible from
the front page. Some people build entire sites with just Rathgs 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.

Postsusually contain semantically and chronographically arranged informafmmexample, 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 naegeour 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

Rat her than drone on about concept s, s tthe site tightr e a nd
away.

WordPress provides a number of tobler editing, and for image management. It allows you to easily
manage your content with a familiarijewddtt itnlge i akielrlfsa
already acquired usinword 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 artidlgustgo toPosts and Add New in thefldhand toolbai f youdr e writing
Page, you go to Pages and Add New ingtead

Learning WordPress . visitsit= New Post owdy, admin | Turbo | Log Out
Screen Options Help
1 Dashboard 57 Add New Post
Edit Sawve Draft Preview
Add New ppload/insert Visual Status: Draft Edit
Tags -
Categories B | || |iT|iS| e« |=E|=|= eIER E) B Visibility: Public Edit
. ] Publizh immediately Edit
Media -
B «Te
Pages
] Comments Tags
Add new tag Add
Appearance Separate tags with commas
('S/; Plugins Choose from the most popular tags
Path: p
A u
8 Users Word count: 0 .
M Tools Categories
- All Categories Most Used
Settings Excerpt g
[F] Home
Send Trackbacks S :qnternatlonal
ews
[F] This is a test
Custom Fields [ UK
[F] Uncategorized
WhatTheHell
Discussion O atthens
+ Add New Category
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As you can see from the buttons, itds possible to f

be familiar to any user of word processor softwareu ¥an also extend the size of the box by draggmthe
bottom right of it.

By default youdéll only seeibhat ds neecdudbetvyoumsneadt
Advanced Options button on the far right to see them.

Un-ordered list Block

(Bullet points) Quote Spell-
\ & » Check
Link/Unlink ?

M, 1'.
Y \ | Ordered List
A \
| \
N\ \
AY
AY
A
AY
A

Italic

/
. _ | || Full-screen
\ Text Alignment / glrg;ek fa" Editing
\ : / € | »
X NN I ey

Show advanced
B i
|% == B options

[ S—
I~
5
g
wm
T
H
o
-
=
B
I
2

(as shown here)

4
[13
Paragraph /'/'E_J = A [t
v
Caset—
/

-,

. Undo/Redo ) | H‘
\ O\ \

Underline s ! Indent
// / || \\ \ \ " LeftiRight
Justify/align
Text / | \\ \ \' Custom
/ | \ \ Characters
~ Y
» PA
Text & Pa;te Insert/Embed
Colour Paste from Remove Media
Text Word Formatting

Dondt i ifyougeestuck, hovering over the buttons will describe what they do, and the short cut to use
themquickly from the keyboard.

Essentially, what youdre wbirtkd -n gr avi it ehr slhiokid du shien g aW
similar low-end wad processor.

Onthepageyu @lsokee t he wusual Tags and Categories

options.
options inSetting Posting and Page Options
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Text Styling

1.

When youdr e vhave & style guidg to workmwihy If this is your own site, the following will bé
useful to you when choosing what text styles to apply in your content:

Notes:

Heading 1 through to Headingi Gn 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 engi
will consider it, but remember that H1 is usually reserved for the site title at the top of the p
and H2 for the post r  p ttlg. dndesfering with that order cangelt in search engine
penalisation.

Use Unordered or Ordered lists for lists that are relatively short, but resist the temptation tq
them for lists of paragraplisinstead, use the Heading styles.

Use Bold and Italic in moderation. Do NOT use bol@ asibstitute for heading stylé$old is
not as important to a search engine.

Some themes may override your styling decisiofa example, enforcing alignment, what an
italic actually looks like and so on. You should experiment with this.

Most themes Vil highlight links in a different colour and with hover propertieg o u s h o
need to worry too much about these.

What something looks like in the visual editor and how it will look on the page are quite
different, unfortunately make good use of ¢hPreview button before publishing.

Formatting text using the HTML editor

You can also click on the HTML tab on the editor and input text in HTMhe language that describes web
pages. This is for the more technically inclined and does have thetagiwar making it easier for you to
create more sophisticated designs. Itéds worth
and Edublogs) will, by default, filter out a lot of HTML, which will limit your options.

not.i

IMPORTANT: When usinghe 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 pogtg 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 beingTokti s i snét t he pr o
to be.

Writing a post
As you can see from the screenshot dowowelvriting a post is justthe sameasapabeut it 6s s omet
that, i f youdbére using WordPress for blogging, is go
Write, then, if itdés not al r e atlyyiffecem, bétausetpostsare| ect Po

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.

Learning WordPress - visicsite New Post admin | Turbo | Log Out

Screen Options v Help

(i Dashboard s Add New Post
Edit Save Draft Preview
Add New
Status: Draft Edit

Tags Upload/Insert [m [ J2 # Visual HTML . )
cat - Visibility: Public Edit

tegeries Bz |=||i=lli=lw]=l=|= = AmEN - . )
T i= |i= === 1 = [¥] Publish immediately Edit
24 Media
Pages
CJ Comments Tags

Add new tag Add
Separate tags with commas

Appearance
£ Plugins

Choose from the most popular tags

& Users

‘“ Tools Categories

Settings All Categories  Most Used
Path: p [ News
Word count: 0 [ Trivia

[C] Uncategorized

[F] wordPress
Excerpt

Send Trackbacks

i + Add New Category
Custom Fields + Add New Categor

Discussion

Theme specific options for this post

In the example above, you can see the Categories box tottberight of the editor window. Select a
category of O&News©6.

Let 6 s ma k eatidelalhost laenchmdtloerwebsite. 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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Just another WordPress weblog
Our First News |[search]
August 24th, 2008
Pages
Today we launched a new website. We'll be producing news and , About
articles here for your enjoyment. , Interconnect IT
Posted in News | Edit | No Comments = Archives
» August 2008
Categories
Hello world! ' Hevs (1)
August 16th, 2008 + Uncategorized (1]
Welcome to WordPress. This is your first post. Edit or delete it, then Blogroll
start blogging! » Development Blog
» Documentation
Posted in Uncategorized | Edit | 1 Comment » » Plugins
» Suggest Ideas
» Suppert Forum
» Thames
Now create a couple of articles for tegtiwithi one cal |l ed Al nteresting cats fo
iwWordPress I s Greato. Enter any text you I|ike in t
and WordPress categories respectively. Dondt forge

Soi 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 wehgou get your information from. This is useful to the reader and

also a sign of an experienced and skilful blogger w
wrong with linking within your own site. Of course, it takes a little extragti, but it 6s worth it
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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Screen Options Halp
{&t Dashboard ;;'r Edit Post

l There is an autosave of this post that is more recent than the version below. View the autosave.
Edit .
add New Morbi ornare, purus eu nullam. ublich
Tags ‘ Then click mn—the link icon... LU=
categories Status: Published Edit

Media fremiEer O B Yenel] | e Visibility: Public Edit

& Links B 7 & 2 i &« = E = A=) [ Published on: Oct 10, 2008 ® 12:10 Edit

Pag - ‘ = Aims s same focnlie piltrices ac, adipiscing at, turpis?In -~
First select the text you want to turn into a link... E i ;
™

— lorem! Phasellus in metus sit amet
L) Com eros viverra porttitor! Duis odio dolor, dapibus en, malesnadaid,

commoih sit amet, nibh.
aesent convallis, felis eget egestas porttitor, eros

dolor-pharetramst, sit amet bibendum mauris pede in nulla. Sed libero

ipsum, 1acul1s vitae, imperdiet dignissim, faucibus ut; justo. Donec ac
magna sit amet est rhoncus porttitor. Donec purus urna, convallis ac,
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Once the link icon is selected, you have a-ppmlialog:

Insertfedit link

Insert/edit link

Link URL
Target -- Mot set --
Title

-- Mot set --

Class

peiee
Tags
Add new tag Add

Separate tags with commas

Choose from the most popular tags

Categories

All Categories  Most Used

Uncategorized
[] News
[E] Trivia

Simply insert the web address yoant 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 imageagngive some alignment

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

Once

youbre done, <click Insert

was made.

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

and the |ink has bee

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 cwinelw i 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 mandow worksi usually this is to pop something up where you just
know that the visitor will want to quickly look at and then clodewever, in blogging this is relatively rare,
so the best advice is to try and stick to opening links in the current windo

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 versiomsduding the automatic sizing of images, thumbnailing
and imagenanagement.

To add media to your post, youbll see a number of t
installations of WordPress MU you only have the sma
case then for most things yoan 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.

Upload/Insert Visual
Bl rilemll=liFlall=I=I= =={N L A M=) =
If you press the Add Image buttc youodl | be preupwimwved with a pop

Add an Image

From Computer From URL Media Library
Add media files from your computer

Choose files to upload Select Files

You are using the Flash uploader. Problems? Try the Browser uploader instead.

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

Generally you wonét upload i mages from a URL and wi
can upload one or many images. Onmostger s youbél |l be I imited to i mages
have a higkres digital camera you might need to resize the images before uploading.

You can upload multiple images with the Flash uploader. Simply selectedfdremtiimages while hoidg
CTL:
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Once youdve selected the images, simply press the O
following showing in itas it uploads and resizes the images

Oncedone, yaulbildt scefe t he i magesstyoudve just attached

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 s@rger c on f.i gur at i on

Soiclick on 6Showé for each ingrnatgpé|aceand youdl |l get a d
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