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Introduction

This User Guide was originally written for cliem&lInterconnect IT's who had specified a websiiagis
WordPress. Of course, what happened is that scomgé the guide was linked to and downloaded many
times. Several thousand times, which surprised us.

Over a year's passed since then and there's Hetofalevelopments since. WordPress is now wgetsion
2.6 — and this guide covers that version. As yawstice from now on the guide’s version numbei véflect
the WordPress version it realates to. While mbgt®document is valid to users of versions 2 vands,
there will be certain differences you may come ssromostly it's all about more features. For eplam
captions and revision history only arrived in versR.6, and there was a huge shift in the visusigteof
WordPress from version 2.5. If you're running daheo version of WordPress, you can download othédes
from http://www.interconnectit.corin the download section. We will also make thigdg a download from
our forthcominghttp://spectacu.ltheme and plugins club.

What we won't cover here is installing WordPressalose this is a User Guide for users, not instater
technical people — installation is well documentedvordpress.org, and if you wish you can go fapsted
solution on wordpress.com. If you need help ifisgl migrating or upgrading your WordPress instédin
you should get in touch with us for a quote. Yieled to contact us through our website's corfivaiot at
http://www.interconnectit.com/contactWe may well add installation information at selatlate, but time, at
the moment, doesn't allow.

If you want further, personal training, we run botie-to-one courses here at our Liverpool base gour
office, or we have classroom courses where yoe'tittle to learn a range of WordPress skills — foeginner
to advanced. We may also be offering WordPressldper courses in the near future, if there's cieffit
demand — simply get in touch to discuss what's éaing, or subscribe to onewsletterto receive more
information as and when available.

Guide Method

This guide is designed to teach people going fioerbiasics to a reasonable level of fluency withgisi
WordPress. As such, we've used the project basthad, where we take you through the process atiog

a WordPress website using the standard supplienethe Our screenshots and usage all come from WwessP
installed on a local computer, but they apply elgual WordPress installed on a remote webserver.

Also note that this is a guide — it's not a completanual. It's provided free of charge and as saches with
no guarantees expressed or suggested. Thereocdabfy some errors or omissions. The best thirdptd
you find one is to go to eithéittp://www.interconnectit.corand let us know, or tbttp://spectacu.lavhere you
can join in and download the original Word documehich you can edit and submit as a new version.
Spectacu.la members can even re-brand this doclandnise it for their own purposes — such as tigior
support.
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2 Using WordPress

2.1 First Concepts

WordPress has really moved the game forward forenquerts who want to maintain their own websites.
Previously they had to either write their siteswdtunky, proprietary site-builder software, or es@ensive

and difficult to learn packages like Dreamweaverciitould require understanding of often diffictdtgrasp
languages and code such as HTML and CSS. With Rfess you have the system to manage the conteht, an
easy to download and install attractive themes (Hitsigns, often adding functionality to WordPréssh sites
such asttp://wordpress.orgr themes clubs such dmtp://spectacu.la

What WordPress also does is to make possible tildiriuof a semantically structured (ie, with meag)i
website or blog which makes the job of search esgyaasier. It provides an excellent platform faitding
everything from simple blogs, to significant neviatforms likehttp://politicsandthecity.com The biggest
limit, usually, is the imagination of the develop@nd designers creating themes and plugins, atie of
content writers.

2.2 Great Things About WordPress

It's easy to learn

It's stable and relatively bug free

It's used by millions of people around the globe

It scales well — you could run a hugely populamgbbm your site, with a hundred thousand visitors a
day and WordPress will still be adequate — andatiil still work on a light-duty single server... and
even if it doesn’t, you can always balance the laess multiple machines

It's simple, yet flexible — and developers love it

It has a huge range of free and premium themeswdain add functionality and style to your site

It has a huge selection of plugins that can addfeetures and tricks to your site

Once you've learned html, css and php you canyrdallanything with WordPress

PonNPE

© No v

As you learn more about WordPress you'll learntalmout what it can (and can’t) do. But work witlitis
relatively few limitations and you have a powerdind flexible friend managing your website.

But let’s just cover a few things WordPress doedo'wvell...

1. Workflow is unsophisticated, and although you n@wvéversioning it won't support any form of
workflow on pages that have already been publishéali can either edit them live, or you can't.

2. Easy page and menu management — you can't (yefigegmage orders and structures as easily as
in some systems, which can be quite limiting irtaiaercircumstances. This is supposed to be
coming soon, but they've been saying that for gltime. You can always add a plugin to help,
and some are excellent, but it's nice to havekind of functionality built-in.
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2.3 Getting Started

When you get WordPress installed you won't havecamyent in your site beyond what comes as vanilla
which is a single category, a set of blog links poabably don’t want, and a page and a post. #this will

need to be tidied up.

So the first thing to do is:

Log In!

@WORDPRESS

Username
Password

[ Remember Me Log In

If you haven't got a login link on your site, sigdd /wp-admin to the root address and
you'll arrive at the login page as above.

First connect to your website — during installaty@mu will have set up a username and
been told of your password which will have beermaygnerated. Alternatively, if
someone installed the site for you he or she \aillengiven you the login and password
details for you. If you lose your details, you adick on “Lost your password?” and a
new password will be generated and e-mailed to yawu'll need to change this to
something more memorable. Enter your detailecséRemember me” if your
computer is secure and only used by you and yadkednot to have to log in each time,
and click on the Login button.

Now you're logged in, you'll arrive at the Dashlubara screen that gives a range of information
about your website:
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Dashboard admin! | Log Out | Help | Forums | Turbo

Learning WordPress [sse

Write Manage Design Comments Settings  Plugins  Users

Dashboard

You have 1 post, 1 page, contained within 1 _category and O tags. You have 1 total comment, 1 approved, 0 spam and 0 awaiting
moderation.

You are using the WordPress Default theme with 0 widgets. Change Theme This is WordPress version 2.6.1.

Recent Comments See All Incoming Links See All | Edir | ) RsS

Hi, this is a comment.To delete a Commem’_JUE’[ log in and view This dashboard widget queries Google Elog Search so that when anather blog
the post's comments. There you will have ..." links to your site it will show up here._ It has found no incaming links__ yet. It's
From Mr WordPress on Hello world! £ okay — there is no rush

On here you can quickly go to writing a post, manggour site, your user profile, see which
websites are linking to yours, WordPress news,seedcomments that are waiting for
moderation.

There are ways to customise this page if, for exanyou use WordPress in your Intranet and
want it to hold information from your company sitéResearch on Google will teach you how,
or Interconnect IT can do it for you.

Depending on your user level you will have diffaraghts once you're signed in — the exact
rights you will have are covered further on in ttis&cument under 'User Rights'. We’'ll assume
for now though that you have full administratioghts. In fact, in most cases people first sign
on as ‘admin’.

2.4 Structuring Your Website

One of the most important things to get right witlur website is the structure of its content. Tdaa make an
incredible difference to the usability of the sitéo it well and users will be able to navigateryoontent
easily and quickly. Fortunately, with WordPress ttavigation of your site will usually follow a fbji standard
route.

There are a few rules which it will help you toléat:

1. Categorise and tag your content so that it's @adreasy to find without resorting to the searcih to
For example, if the main source of traffic to ysite is interested in your stories about knittithgn a
category called knitting, along with perhaps soslevant tags against posts such as ‘crochet’ and
‘machine knit’ could be the way to go.

2. Resist the temptation to clutter your website Watljos, affiliate links and advertising. There’s
nothing at all wrong with links and logos, but a ¢ them is confusing and distracts people away
from the main purpose of your site.
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3. Edit your content carefully for spelling, grammadasuitable content. When you publish — whether
it's within a magazine or on the internet you taleertain level of responsibility for the informenti
you disseminate.

4. Plugins can greatly assist you in adding functibyéb your site, but... pluginitis is a syndrome we
see on many sites. It's caused by site ownerseawhusiastically adding plugins and having a site
which grinds slowly, has odd issues with poorlytien plugins corrupting data or adding javasciipt t
pages in an inappropriate manner.

5. The front page of your site should contain at lsaste information about what you are and what you
do — this can help not only site visitors to knohatvit is you're there for, but will also help sgar
engines to find the content on your website.

To help you in this task, this document will tal@ithrough the creation of a website that helga paople in
using... WordPress! The website initially will besea around the default theme. Later on we’ll do in
changing the look and feel of your site using Themhbich can dramatically change your site withaut y
having to do anything more than a quick install.

2.4.1 Understanding the difference between pages and past

Before we start laying out your site, it's importtém have a clear understanding of the differeratevben
pages and posts:

Pagesare usually those which have a static purposiein For example, an about page, or contact
forms. They do not usually contain information atews items, for example, which are frequently
added to the site. Pages are generally defin¢ltasahey are always accessible from the front page
Some people build entire sites with just Pagess-ishespecially the case for sites with little ciéer
dynamic content and is very popular with small basses.

Postsusually contain semantically and chronographicathanged information — for example, news
reports, event results, and of course blog entrigg semantic structure is defined by categonmes a
tags, and whilst making it easy for people to natégyour site will also help search engines to
understand the content of your site and so imptiogaelevance of search results.
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2.4.2 Writing Pages and Getting Some Structure

If you're just playing, it's easy to simply dive and play around, but if you're doing this work fBbbusiness
purpose you'll need to consider, using pen and pdymev to structure your static pages.

For this site we will want the static content, gages, to contain the following items with thesmes — About
| Interconnect IT | WordPress | Contact Detailse-dtterconnect IT and WordPress pages are Abagsi@o,
so they should be subordinate to the About Pages-cover that shortly.

So —it's already time to write your first pageligk on Write and then on the Page tab:

Howdy, admin! | Log Out | Help | Forums | Turbo

Learning WordPress [

Write | Manage Design Comments Settings Plugins Users
Post Page Link

Write Page

| Publish Status
Unpublished v

Page Add media: Visual HTML [ Keep this page private

Z - = || = ] Publish immediately Edit

No

-]
L
£

|

|
I
]
il
0

Word co

Related

= Manage All Comments
= Manage All Pages

If you need help with the editor and advance oti@ad the sectiohdding and Editing Conterior more
information.

You then just need to give the page a title of alaoa write some content beneath it in the ediiodaow.
You'll see that the editor window is actually ratli&e a simple version of Word, or the editor inlioe e-mail
systems like Hotmail.

Type in the title of your page — in this case ‘AB@nd a little content about your website and vttsythere.
For now don’t worry too much about getting clevéthwour text formatting, adding images and filesl&o on
— we'll cover the editor in much more depth latar o

Once you've completed your About page, press thistubutton to the right but while you're writirajd
before you press Publish you can always click avieéw this Page to see how it’s looking.

You can Save at any powithout publishing, and that will create a draft of thgeédf it hasn’t yet been
published.
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Once it's confirmed that the page has been saliek on 'Visit Site' (at the top of the screen)s&e the result
of your work:

Learning WordPress

Just another WordPress weblog

Hello world! |[Search]
August 16th, 2008

Pages
Welcome to WordPress. This is your first post. Edit or delete it, then » About
start blogging! : About

Posted in Uncategorized | Edit | 1 Comment » Archives
> August 2008
Categories

» Uncategorized (1)

Blogroll
» Development Blog
» Documentation
» Plugins
» Suggest [deas
> Suppert Forum
* Themes

You can see that the new About page has appeathd iight, but there are now two of them! But tiamrry
— that's because the default installation of WoedPincludes an About page that you now need tedleAnd
it's not difficult to do. First you need to go tkaim Site Admin (in the right hand column, undert®)ethen
click on Manage, then the Pages tab:

admin! | Log Out | Help | Forums | Turbo

Learning WordPress

Write Manage Design Comments Semings Plugins Users

Posts Pages Links Categories Tags Link Categories MediaLibrary Import Export

Manage Pages | search Pages

All Pages FPublished (7)

H Date Title Author Sratus
[ 3 mins ago About admin Published

WordPress | Documentation | Feedback

In this case, you'll need to delete the earliergpagrou don’'t need it. So select the check box teethe About
Page you want to delete (the older one) and phesB¢lete button. Be careful though — there’s no
confirmation and it'll disappear for good. If yaant it back, you'll have to re-create the page.
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If you go back to your website you'll now see jtigt one About page. Click on it and you'll see plage you
just created...

Learning WordPress

Just another WordPress weblog

About —

This site is about Learning WordPress. Natty little system that it is. Pages
. » About
We're going to create a number of pages, then a series of posts. o
Archives
August 2008

Edit thi try.
it this entry Categories

* Uncategerized (1)

Blogroll
: Davelopmant Bleg
o tation

2.4.2.1 Creating subordinate pages

We'll now create the first subordinate page to Abegalled Interconnect IT. In there you can mme
information about us, the providers of this guid#e’re just going to steal a little content fronT @wn
website. You'll also need to set the page hienaegdtordingly — so... back to Write | Write Pagesgeén the
Admin area and populate the content as before. ddery before you save, you need to tell WordPttessts t
your new page is a child of the About page. Satolin the page until you see the Page Parent box:

I Page Parent

Now, because you've never used this option, it'arirunexpanded state. To see the options indullneed to
click the bar and the options will expand into glac

Page Parent

Main Page ino parent)

You can arrange your pages in hierarchies, for example you could have an “About” page that has “Life Story” and “My Dog” pages
under it. There are no limits to how deeply nested you can make pages.

In this case you need to click on the drop downa@rahge from Main Page to the page you want thée t
parent. In this case, About is the parent — séfhextt

Other options for writing pages tend to be preskiriea similar way. Some plugins or themes mag atid to
these options, giving enhanced navigation or lapptons.

Now you can write the rest of your content as dbsedrpreviously. Place whatever you like in theye it,
and you should now see a subordinate page callectémnect IT showing in the menu.
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Learning WordPress

Just another WordPress weblog

Hello world! |[search]

August 16th, 2008

Pages

Welcome to WordPress. This is your first post. Edit or delete it, then About
start blogging! » Interconnect IT
Posted in Uncategorized | Edit | 1 Comment = Archives

August 2008

Categories

Uncategorized (1)

2.4.2.2 Exercises in page writing

You should complete the following exercises, rewgthe notes above, in order to ensure you have
appropriate knowledge of how to create and managegin WordPress.

1. Write another page, called Contact Details andyput contact details in there. Publish it, and
see it appear on the site.

2. Create a subpage to the About page, called Wordm\iesre you can say a few nice things about
WordPress.

2.4.3 Creating and managing your categories

Once you've set up your static pages, you move timet semantically and chronologically organisestpthat
your site will require — for many these posts fdha juice of a site: Blog Posts. You can alwamganise
the categories at a later date, but that can le guedious task as you will often need to reaatsg each and
every posting that is affected. Howevadding a new category is always easy and straightfornaadican
even be done while you create a post, if you hageappropriate user level.

For the categories we're going to use we need to dtanage and then Categories in the WordPress
administration area. For this site we want to treategories called ‘Editing’, ‘Comments’, andeéBentation’.
As well as those, we want to create a subcateddegliting called ‘Advanced’.

To do this, go back to your site Admin and clickManage, and then the Categories tab beneath Yiat.
should see something like the screenshot below:
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Write Manage Design Comments

Manage Categories (add new)

Delete
Uncategorized

Note:

Uncategorized.

Add Category

Posts Pages Links (Categories Tags Link Categories MediaLibrary Import Export

B name Description Posts

Deleting a category does not delete the posts in that category. Instead, posts that were only assigned to the deleted category are set to the category

Categories can be selectively converted to tags using the category to tag converter.

Spectacu.la

wordpress theme club

1y, admin! | Log Out | Help | Forums | Turbo

| | Search Categories |

Done

B = private | 4% @)

As you can see, there’s already a category callezhtégorized which comes with the standard instatiaof

WordPress.

You now need to add a series of new categoriésedsy — simply go down to the area of the screarked
Add Category, and get started. You have the fdaligviields to consider:

Category Name

This is the nice, short name of the category. tory

avoid length descriptions. One or two words ars,be

and easiest to read on most websites

Category Slug

This is an advanced option — it's automatically
populated if you don't put anything in. Until yget

to more advanced techniques you can leave thi fi¢

alone. It describes the permalink path to thegrate
when the permalinks option in WordPress is set.

Read the permalinks section of this document tmleg

more about the subject.

Category Parent

If you're creating a subcategdiig, dllows you to
define which category is a parent.

Description

Optional, but can be helpful — especially if yowda
multiple contributors to your site. Explain coredis
but clearly what the purpose of the category is.

Let's create three categories — called News, Traaal WordPress. Your Manage Categories screandsho

look like this now:
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Manage Categories (add new) | search Categories
Delata
B Name Description Posts
[ News News articles ]
O Trivia Trivial bits and bobs o

Uncatregorized

[ WordPress All about WordPress ]

Note:
Deleting a category does not delete the posts in that category. Instead, posts that were only assigned to the deleted category are set to the category
Uncategorized.

Categories can be selectively converted to tags using the category to tag converter.

Add Category

by 2!
DoGE B F private | 3% (g

If you create a category in error, you can alsetdeit here by selecting the category you wanttleté in the
box to the left, then clicking the delete buttd®e careful — there’s no undo function here!

You'll notice you can’t delete Uncategorized — thdtecause it's the default category used if yon'tdassign
one to a post. You can change your default cayggdBettings | Writing.

Writing a post

As you can see from the screenshot down belowingrit post is just the same as a page — but itte#tng
that, if you're using WordPress for blogging, isrgpto be far more important for you. To get thesglect
Write, then, if it's not already on Post, selecsPdSome options are slightly different, becausstpare
organised differently. If you are an Editor or Aidistrator on the site, you have a Publish butt@mce
pressed the post becomes available on the weliifare the post is ready, however, you can saardtkeep
it as a draft. Since WordPress 2.5, autosave gam@lace, and since 2.6 you then had a revisistoty,
making it possible to see changes and revert terolersions of posts and pages.
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wordpress theme club

www.interconnectit.com

admin! | Log Out | Help | Forums | Turbo

Learning WordPress [vsse

Write  Manage Design Comments Semings  Plugins  Users
Post Page Link

Write Post

Publish Status

Title

Unpublished L

Post Add media: @] H JI % Visual HTML [ keep this post private

7|2 == [ Publish immediately Edit

=
LY
E
|
I
m
I
il
all

Word count: O

Related

® Manage All Comments
= Manage All Posts

= Manage All Categories
Path: p #

= Manaae All Taas

Below the post, where you can see the categoratahle to you — click on the correct categoriestf@
article.

Categories

+ Add New Category

All Categories [ paws
Orrivia
Most Used D Uncategorized
worderess

Let's make this a short news article about launghiive website. Place the text below into it the box, with
the titleOur First News:

Today we launched a new website. We'll be producin g news and
articles here for your enjoyment.

Scroll back up, press Publish, and hey presto! Yanticle is on the website and the navigation &
reflected this change with the category of News apwearing:
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interconnect Spectacu.la

wordpress theme club

www.interconnectit.com

Learning WordPress

Just another WordPress weblog

Our First News |(search]
August 24th, 2008
Pages
Today we launched a new website. we'll be producing news and s About
articles here for your enjoyment. : Imterconnact IT
Posted in News | Edit | No Comments = Archives

> August 2008

Categories
Hello world! + Neves (1)
August 16th, 2008 ¢ Uncategorized (1]
Welcome to WordPress. This is your first post. Edit or delete it, then Blogroll
start blogging! » Development Blog
» Decumentation
Posted in Uncategorized | Edit | 1 Comment = » Plugins

> Suggest Ideas

> Suppert Forum

s Themes

» WrrdDrass Blanat

Now create a couple of articles for testing witbne called “Interesting cats for 2009”, and ondechl
“WordPress Is Great”. Enter any text you likehe post box. Make sure that these two posts aFeivia and
WordPress categories respectively. Don't forgetdd tags as well!

So — now you've done all this work, let's take haotook at the website.
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And wow! Suddenly your website is looking a lotmra@omplete and full.

You've now completed the basic part of how to $tmecyour website. There are a range of tasksythatwill
need to do and these are covered in forthcominipssc Depending on you user level these incldtng up

users, how to do more sophisticated formattingost® uploading images, administering the optionsibw
the site is laid out, advanced publishing optioms$ so on.

2.5 Managing Links

Most websites run a links section. With manysifaply a page or a post full of links and connewdio With
WordPress you can do this, however, a more powggéilre is to use the proper link management tolols
the administration panel, click on ‘Manage’ theimis' to manage your links, and you will see thfeing:

As you can see, the initial installation is alre@dyulated with links. As these aren't relevantdor website,
delete them all: Simply select each link you dasht, then click the Delete button.
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You'll see also that you can filter this view — pewlarly useful if you manage a large number pké.
2.5.1 Creating link categories

Before creating new links, you need first to cresame suitable categories, so click on the 'Linte@aries' tab
to do this.

In here, create a link category called News, arudhaar called WordPress so the list looks as follows
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It's also possible to create categories on the-flyst like when writing posts. This is more ligdtin power,
but useful.

You can't delete the Blogroll category while itieetdefault category. To change your default catego to
Settings, then Writing and change the Default l@idtegory value. For now we'll leave it at Blogroll

2.5.2 Creating links

Now we've created our Link Categories above, yauaaate some links quickly and easily in Managesi

To create a new one, click add_new and you'll kedallowing:
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The most commonly used items are on display findtyou should create the link and categorise ibatingly.
Let’s create a link the BBC News website:
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You also have a number of advanced options avail@byou which are in the extending boxes belovargét,
Link Relationship, and Advanced. Please notertimoitance of using http:// before a link.

2.5.2.1 Target
Target is a strangely marked and named option:
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The following table illustrates the different effeof each target option:

_blank Will open the link in a new window — handizeve you need a link to not take someone
away from your website, but should only be usedhgiiod reason as people hate getting

a new window after following every link.
Opens the link in the top most frame or winddwis is very rarely used and should

_top
only be considered if you've got good reason fer iit can be incredibly annoying to
visitors!

None Conventional behaviour — the link will opertlie current window — this is generally the

best option to use.

2.5.2.2 Link relationship (XFN)

Links can be related to your site — you can eitineate your own relationship, or use one of thotseked.
They're mostly ignored and little used, however aiill make little difference to visitor experiencé&hey
can, however, help to cement the reason for awittkin search engines.

2.5.2.3 Advanced
In the Advanced Links options you have a rangeptibos:

Image Address You can insert a link to an image hdbe careful, you should prepare images with care
— to the correct size and resolution, in ordertii@m to look good. Many people who
use this option tend to end up with untidy websites

RSS Address If there is also and RSS feed availglitee site you're linking to, you can include it
here. Some themes, widgets and plugins will usariformation and show an RSS ican

to match.
Notes You can keep notes about links here.
Rating This is used in some themes, widgets angirdias a way of ordering links.
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2.5.2.4 How it looks

So once you've set up the links... how do theyTo@Rlease note — the green box is just for highihg the
areal)

So that's your website defined — you've now defithedstructure using pages and categories, andeyou’
successfully created a series of managed linke stiucture can be changed pretty quickly andyeasilv
should you ever have the desire, without everyrgatd change a single page of content. That'bé¢aaty of
this type of dynamic website system — the contestparate from the organisation, and both areatepha
from the graphical design.

Date: 15/09/08 24 of 48
Filename: Wordpress-2.6_user_guide_final.doc

Created ByDavid Coveney

Version: 2.6



2.6 Adding and Editing Content

Once the website is clearly structured, your carbesomes the most important thing.

WordPress provides a number of tools — for editémgl for image management. It allows you to easily
manage your content with a familiar editing intedfa You don’t need to learn HTML — just the skijitau've
already acquired using word processors like Micitodtord.

2.6.1 Formatting text using the rich editor
You can easily enter format text using the richtadf you're familiar with any word processing pages.

Let's create a news article — just go to Write tinash Post (you can also use the editor like thisvfiting
pages):

As you can see from the buttons, it's possibleotonft text in a number of ways using the buttortstaey’ll
be familiar to any user of word processor softwareu can also extend the size of the box by draggh the
bottom right of it. Alternatively, edit your prences.
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IMPORTANT: Cutting and Pasting into the editor from applicasitike Word is not recommended and can
only be done using the Paste from Word button erdtver toolbar. Sadly, Word tries to be helpfudia
generates HTML when you paste from it into a watser. The end result is that you get formattivag t
won't necessarily fit in with the theme you're uginThis can make your site look inconsistent aegdsy.
Themes and WordPress will do their best to tidytu,it's an uphill struggle!

Don't forget — if you get stuck, hovering over thgttons will describe what they do, and the shottc use
them from the keyboard.

Below the edit area, you'll see the usual Tags@attgories options. You'll see a full descriptafrall these
options inSetting Posting and Page Options

2.6.2 Formatting text using the HTML editor

You can also click on the HTML tab on the editod amput text in HTML — the language that described
pages. This is for the more technically inclined a@oes have the advantage of making it easigmioto
create more sophisticated designs. It's worthngotihat WordPress MU (used on sites such as WosdR@Em
and Edublogs) will, by default, filter out a lot BTML, which will limit your options.

IMPORTANT: When using the html editor it's essential that glmse all tags, or ask WordPress to do it for
you by pressing the 'Close Tags' button. If yono'thhien your site's layout will be broken whenethat
posting or page is displayed.

IMPORTANT (2): If a page or posting has been written using thd &tfitor then any attempt to edit that
article using the visual rich editor may resultontent or formatting being lost. However, this improved
dramatically since version 2.5 and few issues Heeen reported.
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2.6.3 Adding images to your posts

You can easily add images using the standard WessRpols. Again, like so much of WordPress, there
been some dramatic improvements in recent versionsluding the automatic sizing of images, thunilimg
and image management.

To add media to your post, you'll see a numbepofd added. You may find that on a lot of custom
installations of WordPress MU you only have the Iblmatton that looks like a sun, on the right.tHat’s the
case then for most things you can use that imageydu may be limited with items such as YouTuldews.
This is often done for security reasons. If thegdiee is necessary, speak to your support team.

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

You can close this window with the small X in tlap4right corner, or by clicking outside of the box.
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Generally you won't upload images from a URL and use the button ‘Choose files to upload’. Heoaigxan
upload one or many images. On most servers yoe'limited to images of 2MB or less in size, spafl have
a high-res digital camera you might need to regizémages before uploading.

You can upload multiple images with the Flash ugéya Simply selected the different images whilklimy
CTL (may be different on Apple Macs):

Once you've selected the images, simply press tien@utton, and you'll see the window come back Wit
following showing in it:

Crunching means the image is being compressedeasimkd for your website. Thumbnail images are also
being created.

Once the crunching is done, you'll see:
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This shows the thumbnails created. If somethingtwaong at this stage and no thumbnails were edgat
there may be a problem with your connection or withserver.

So — click on ‘Show’ for each image and you'll gedialog expanding into place:

This dialogue provides a lot of options and comstrelet’s go through them:
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Title — this is the title of the image.

Caption — the caption for the image. Shows as alterreadie but since WordPress 2.6 if your theme supports
captions, it will allow you to caption your image.

Description — the description. Not used by all themes, butlgado complete and may be used further in the
future.

Link URL - this is the address of the original image youiptaded, by default, but it also allows you to
create a link to another website here — quickly efifiectively. You can also press the three buttehine,
meaning the image has no link, File URL, the defard Post URL which will show your image withfret
design of the site rather than as an image omits o

Alignment — This allows you to set how the image is align&tie small icons show the effect on the text-
wrapping.

Size— you'll want to choose how big the image isit'f not too massive, you can use the Full Sizegena
just make sure it fits into the space availablehe®wvise, a Thumbnail, by default is a 150x150pxasg, and
Medium is cropped to fit in a 300x300px space.

Once you've selected your options, you press teertrinto Post button to add the image to where gatsor
was when you chose to Add Images. In this examplee gone for a thumbnail to the right, with a tap.

In the editor it now looks like this:

And on the website, it looks like:
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It's worth noting that deleting a captioned imaga the post can appear a little tricky at timdst-it's not so
bad. First select the image by clicking on it,gsréhe delete button, and you still have the captiow select
and delete all the caption text and, after youtdelge last character, the box will disappear cetaty.

After uploading, if you forgot to add images to@spyou can still press the Add Images button aed tlick
on the Gallery tab. In there you can see all imagtached to this post, and insert them indiviglual

Next we want to experiment with a couple of othesatéires, so press Edit to edit this post and diet’some
more:

Click on the Add video button

Now, you can upload a file, but if your site issét up with a suitable player, it'll just creatbré to the file or
page which your user can visit. This is OK, but @mazing. There are plugins to help this along that’'s
for you or your systems administrator to arrange.

The same applies to the Add Audio Button, and addli&l In essence, they allow you to upload fies,
mostly leave you just on links unless you use bigtalugins.

2.6.4 Adding a gallery of images

One new feature that came with WordPress 2.5 wiieriga — this allows you to present a grid of imag
thumbnails in a post or page which people can ditko enlarge.

To insert a gallery into a post, you can uploadialper of images (which are then attached to thi$)@mnd,
then click on the Gallery tab:
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From here, you can adjust the order by draggingdaopping, insert the individual images into thestpaor,
insert a gallery of attached images.

To insert a gallery, click on the ‘Insert gallengd post’ image and then a shortcode of [gallerif]ve inserted
into your content. Now, one thing you'll noticéf-you've been using the Post we created beforthasthe
output will be a mess. The Gallery function doe§ké to share space with an image — it must barty after
any other images or problems will occur and yaget something like this:
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A right mess, we think you'll agree. So insteaglete the image in there, and go take a look andly®ee it's
much improved.

However — it's still not perfect — the images aceually slightly too large. This is because thisrhe is
designed for narrower content. You can fix thissblecting a smaller thumbnail size in Settings,
Miscellaneous, or using a wider theme such as thosdded by us over dittp://spectacu.la

Here’s how it'll look in a theme where the imagesé a little more space to breathe:
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2.6.5 Adding video clips to your posts — Other approaches
Let's create a new post, called Video Clip. GaMdte then Post, and give it a title.

The first video we’ll embed is from YouTube. VisibuTube and you'll see that in the right theraistambed
code. Copy this, then select the HTML tab, andgt® code into the appropriate spot. Ignorectidusing
code, save and go to the post and you'll see sangglike this:

Other forms of video upload are beyond the cursenpe of this document — however, lots of help/alable
on WordPress’s support forums. One thing wortlingo that with most methods you need to uploest fo

the server (via whichever means you prefer) and tise the embed media button in the editor . This is,
I'm afraid, one of those things that is hard toali clearly, but once you've done it a coupleimies will
come easily and naturally.

2.6.6 Setting posting and page options
Now let's break down all the different posting ops that are available to you if you scroll dote triting
pages:
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Excerpt Use this to create a short introductory text (gao add HTML
if you desire) about your post. This is used byasdhemes an
plugins, as well as by your site’s RSS feed.

o

Trackbacks Not often used these days, but this allows trackb#o be sent
to a specific location. You can use it to notigrtain sites of
your new post.

Custom Fields Custom fields are used by certain themes andmugbome
will use these fields but you won't ever have todio them,
others will require you to input values. Inforneation this
should be included in your theme or plugin instiarts.

Comments & Allow Comments If checked, allows a visitor to attmments to the posting
Pings albeit according to rules defined in Settings [cD&sion
Allow Pings This means that if someone links toplsting from another

website using similar software you will be naotified the
Dashboard page

Password Protect Enter a password here and the post can only loebyepeople
This Post with that password.

Roughly the same fields are available in Page ngjtwith some added and some removed. You carét se
Custom Fields values. Once a page is written amddsit goes straight to the website. This is aipage is
only used for relatively static information anchist editable by all levels of user.

The additional fields available for Write Page are:

Page Parent This allows you to set a parent page that intreduc
navigational hierarchy. Most themes will displayppages
either in drop-down menus, on alternative pagesjaented in
lists of pages.

Page Template Your website's theme design may include templates
example with contact forms. Other forms — for eglam
application forms and similar, can be designedhis way.

Page Order By assigning numbers to pages in this field, yan set the
order of pages. We suggest you use increment8 ahen
setting page orders. That way if you wish to inagoage
between one identified as 10 and another identd®&0 you
can just use the number 15, rather than findingseifi
changing all the page numbers.

2.6.7 Saving & publishing your post or page

Once you've written your masterpiece you'll wanstve it... and then, to publish it (ie. Make it kisi on the
site) for the whole world to see:
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The boxes shown above give you an idea of whatifable. They do change, depending on what you're

doing, and at what stage.

View/Preview this
Post/Page

This button allows you to preview how the pagd lwibk or, if
it's already been saved, will show you how it looksv.
You'll need to Save first, don't forget.

Publish Status

This dropdown comes up with several fields. Ifiyave the
correct rights, you can change this value. Howaveome
cases you may have an editor or administrator wki@ws
your content before it goes live.

Keep this post
private

If you want to keep the post from prying eyes gaun do this.
If a post is private only registered members ofdite can see
it.

Publish Edit If you click on Edit the box will expand tofef you the facility
to edit the date on which this page will becomelighbd. This
allows you to create content in advance — handyadéidays or
embargoes.

Save This saves the post. If it's published, the nension becomes

visible. If it's not published the post will contie as a draft or
pending review.

Publish/Submit
for Review

The moment you push this button, the content besarisible
on the site.

If you're a Contributor you will not be able to Righ but
instead only submit for review.

Delete Post/Page

Be careful here — you'll be asked if you reallynivto delete,
but if you click yes there’s no Undo or Restordlfac It's
permanently removed.
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2.7 Publishing Content Created by Other Contributors

If you're an Administrator or Editor you can puhlihe work created by Contributors. Authors cabligh
their own work but cannot publish the work of otbsers.

As an Editor you'll need to be aware of drafts #retawaiting publication. Usually the contribustiould
inform you that they've completed a document ariterwyou select Manage in the administration paoel y
will see a list of Other's Drafts:

When you select a draft you will be taken to pafpens you can review the contribution, see the prevedit
it if necessary, and publish — just like it was yown post.

You can also change the post author, should yauineed, and any other details, including post-dgtihe
article so it appears after an embargo, for example

2.8 Moderating Comments

One of the tasks an Editor or Administrator maysinlong as the ‘'moderate comments' option is Bedtds to
check that comments that have been made agairtstgressuitable for publication. We recommend you
always select to moderate comments as otherwisemgguind problems with people using the faciliby t
advertise their companies — ‘comment spam'’ deniven. You may also wish to implement some ansirsp
filtering. WordPress comes with Akismet includeddaaplugin, which does an excellent job. If yoo au
personal blog it's free, and if you run a commdrblag you can pay for various license levels. epfiatively,
‘Captcha’ plugins are available.

When a user posts a comment, they will be able¢alseir own comment and a line telling them thatirt
comment is awaiting moderation. By default, yoll wéceive an e-mail to the administrator's e-raaitount
advising you that a comment is waiting to be appdbfthis e-mail can be turned off) and you carkdiiicectly
on a link within the email in order to approve tteamment. Once signed in you will be asked for ordtion
— click yes and the comment will now be visibleatbsite visitors.

You can also carry out bulk moderation by goinghis Comments tab:
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If you have comments to moderate the tab will stewnumber of comments waiting. Click it and yisgle a
list of comments awaiting moderation in the queue.

Here you'll have a set of options which you canknfar each comment such as 'Approve’, 'Spam', tB'ebe
'‘Defer until later'. You can also edit commentsaimove unsuitable words or information, and you delete
individual comments.

You can mark all comments in one black as wellat'shuseful when you get some spam bots that chilyerf
comment a load of marketing nonsense all over gidarand needs to be deleted quickly. Just phesknks at
the bottom of the screen.

Once you've set all the options for each commerspthe Moderate Comments button and the charjdew
saved.

As you can see, the facility is designed to worthwjuiet and busy sites alike. As some of therimges busiest
sites run WordPress the software has been welljdedifor this kind of use.
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3 Administering WordPress

This section describes the range of tasks thatlysizaried out only by Administrators.

3.1 Manage Section

The only extra facility that an administrator haghe 'Manage' section of the site, is Media Lipprémport and
Export

3.2 Managing Users

WordPress has the incredibly useful ability to deftlifferent levels of users. It doesn't havel¢iel of power
that you get with full content management systeeres/tens of pages of content are being creatéd dai
However, managing users in a complex system carkigubiecome a full time job and the level of cohtro
WordPress is usually perfect for the smaller orggion.

You have five levels (roles) of user:

Administrator The very highest level of user — the Administratan do anything other users can do, as
well as:
Change all settings
Switch themes
Activate & edit plugins
Edit users
Edit files
Manage options
Import

Editor We recommend that the highest level that someoassigned is Editor — even the
administrator will find that the Editor level is@gluate for most tasks while preventing
the possibility of inadvertently making a criticdiange to the site. An Editor can do
anything a lower level of user can do as well as:
- Moderate comments

Manage categories

Manage links

Enter unfiltered html (as in html with any contemiall — a potentially

dangerous facility!)

Edit published posts

Edit other contributor's posts

Edit pages

Author Most people creating content through posts on tasite will be Authors. An Author
can do anything a lower level of user can do a$ agl

Upload files

Publish posts

Contributor A contributor really doesn't have a great dealafi@r. Contributors can create and edit
their own posts, but they can't upload images.yTdaa still insert images that have

already been uploaded.

Subscriber A subscriber can read content on the website ark@ m@amments. Although dependin
on your settings for your site, it's possible fonfsubscribers to make comments also.

(]
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There are a number of tasks around users that ygunish to carry out:

Update your own details

Add new users

Remove users

Edit the details of a user

Manage the content created by a user

arwbnE

You can manage and set up users by clicking ol/fees tab on the far right of the management iatexf
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3.2.1 Remove users
To remove a user, select Users, then the Authdds&s tab.

In the box marked 'User List by Role' you will selst of users and the roles which they have e@&édhe
check box on the left of the Username. Furtherrdgau will see two option buttons — one marked &gl
checked users.' Select this, then press Update:

You will the be asked for confirmation, as wellaasequest as to whether to delete all the postdirsksl
belonging to the user, or to transfer the usersspowd links to another useBe careful! Delete all posts and
all the content by that author will be removed frgour website. It's usually better, unless thatr weas filling
your site with nonsense, to attribute their postartother user:

Once you're satisfied with the selection, pressabiefirm Deletion button. Don't forget you cantties for
multiple users.

3.2.2 Edit the details of a user

You may wish to simply change the role of a userylich case, follow a similar process as abov®éteting
a user, but once you've selected the users to etsmigct the “Set the Role of checked users tadibrhutton
and then choose a suitable role. You can thers phesUpdate button:
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You will not be asked to confirm the change.

You can also edit other details of the user, inclgdheir Role, by clicking on 'Edit' next to theau
information. By doing this you will be taken tcetkdit User page, where you can change any of¢éesu
details

3.2.3 Manage the content created by a user
One handy feature in WordPress is to see all teéspoade by a user. In the Authors & Users tabwithsee
that in the User List by Role you have a numbeirega@ach user in the Posts column. This showsuhger
of postings made by that user. If you click ort thamber you will be taken to the Manage | Postepa
showing the posts as made by that
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user:

3.3 Managing Options and Settings

The WordPress software allows you to control maatiirgys on your website. Click on Settings, and yall
see seven tabs, within which you can change matigrsp Most are clearly explained on the contianhes,
but for extra detail we believe you may find usefe below:

General

Allows you to set the title of your website tagline, URI (the web address) information
and date representation.

Writing

Here you can set the various options surding how you can write posts. It also allows
you to create a secret email address to which gawsend new entries for your site — this
can be good if you need to update the site froficdIf locations or via a smartphone.

Reading

This shows settings for reading the website example how many posts will be shown at
a time on a page. It also sets options for sytidica- this is a system that allows people to
use readers to access your information remotely.

Discussion

Here you will set options relating tavifgeople can make comments, for example whether
the comments need authorising before showing ositegadvisable to prevent commen
spam), the default comment settings for articlad, so on.

Privacy

This sets up how the site is seen by seargmes. However, hiding from Google doesn’t
mean every search engine will skip you — some axeny good at using these settings and
still go ahead — the result is that you can sélifdexed — so your content isn't ever 100%
private.

Permalinks

Permalinks are a way of structuring yeeibsite so that the address to an article makes
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some sense to humans and search engines. Sdin§teaw.website.com/?p=10the
permalink could readww.website.com/index.php/news-feata® defined in the post's
slug (created when writing, or automatically frdme title). You may need to modify a fil
on your system called .htaccess — if in doubt, irapk your administrator or friendly
techie to help.

@D

Miscellaneous | In miscellaneous you can set theagisddolder and whether to organise uploads by month
and year.

3.4 Managing Presentation

In WordPress you have the easy facility to switethwiezen different layouts for your site. SelectiBe®n the
menu bar in the Themes tab you will see a listvaflable themes on your installation. Usually thvit
include the themes installed on your server, andliysthe two default themes that are suppliedriee with
WordPress. It's possible that your WordPressliestiaas supplied you with variations on your theme
perhaps a Xmas one or another designed for spamigbany occasions like product launches or for span

To select a theme, simply click on it — this wileh give you a preview of how your site will looging that
theme in a pop-up:
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If you like the look, you can then Activate the by clicking on the ‘Activate’ link in the topgfit.

An expert can actually edit their themes from tiherfe Editor tab. However, we don't recommend diting
this way. You may also find that your webserverfiguration will prevent this as it can, in certain
circumstances, present a security threat to yeaiifsiphp files can be modified from a webpage.

If you have an advanced theme, such as many o finosy Spectacu.la or other premium theme suppdieds
developers you will find that there may be additiboptions available to you, for example during wrding of
a page or post, in category management, and thrawghtrol panel.
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4 Going Further

4.1

4.2

WordPress is an incredibly powerful and flexibleltevhich is only just starting to be exploited bglw
builders and designers. It provides easy funclitynfar the end-user, whilst also giving developéight
control over the display of information.

There are a range of resources — some relatedas pioviders of this guide:

Free (GPL Licensed Themes), information and plugins | http://wordpress.org

Hosted WordPress (with some limitations and lack of http://wordpress.com
control, but free and easy)

WordPress Themes and Plugins Club (including supput | http://spectacu.la
GPL items)

WordPress MU information http://mu.wordpress.org/

Custom WordPress, bbPress and WordPress MU desibn http://www.interconnectit.com
development

bbPress — a related, fast and clean Forum apjlicati http://bbpress.org

You can also find many more resources on the Rebple often design their own sites and then difikir
themes freely — some searching on Google will duickveal some interesting options and answers.

If you're running a website, there’s a lot to calesiwithout even thinking about technicalities 1 yave
performance, search engine optimisation, futurefimg and so on. Getting the best out of a weliakes
time, experience and sometimes just a bit of IuCknsider going to experts if your site’s underperfing — it
could save you a lot of time and grief.

Training

As the authors of this guide, we offer a numbecmfrse, at different levels and for different psice

Our WordPress training courses are available inmaber of formats:
One-to-One intensive one day courses
0 These are popular because they can be tailoredfispiy to your own requirements.
We offer a build and learn service where your site be installed, configured and laid out with the
client alongside one of our team. The client treavés with a much stronger understanding of how to
manage and update their website.
Classroom courses
o We only run a few of these each year. They're fiimgéed number of students and tend to
run over two days. If you like, we can come to yoffices to teach a number of people and
you'll be charged our usual day training rate, fypenses.
Telephone courses
0 These can be quite tiring if extended and we recenththey're limited to one hour at a
time... They can also be useful with regards to supp

Do you need something special?

If you need more from your WordPress installatipmy may need some custom plugins or themes written,
you may need to integrate your site with otherdaeich as membership subscription systems or sintiar

Date: 15/09/08 46 of 48
Filename: Wordpress-2.6_user_guide_final.doc

Created ByDavid Coveney

Version: 2.6



4.3

that you will need to approach a developer or compeith suitable skills. Be careful in choosingnake sure
you go to someone reputable, reliable and profeatiol he best will often be the most difficultdeal with —
they’ll want to know exactly what you need, so ttegty can deliver. The worst will throw somethingether
that may not suit your needs, could easily faivtrk in the long term, and which could end up being
expensive mistake.

Beware of strangers bearing gifts

Apologies for the odd title, but this is worth mai
Not all people providing free themes and plugins a& honest and reputable.

Of course, most are. But the Internet is a dangeptace. People write code with malicious or dyeatent —
you could install a theme which is used by somehinayder to make your server deliver spam, pronotier
people’s websites or similar. And if you're nondident of looking at the code, you can’t be sure.

Consequently the safest approach is to use the diké/ordPress’s own Extend library — here codeviewed
by others and rated. Anything malicious, or euest jnsecure, is more likely to be noticed heratha
elsewhere. There are no guarantees, of courserytking there is GPL and that means that if yduitgeom
someone without any other contract in place thereisupport or warranty.

It's not all bad, however. There are professialesigners and developers who provide WordPres®dela
services, themes and plugins. You can also p@jricscome of the clubs such as Spectacu.la or Véoodis.
Alternatively you can visit the Automattic site €tfire the company behind WordPress) and go to dlge p
http://automattic.com/services/wordpress-consufantorder to see a list of recognised WordPressultemts
around the world.
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5 All Done!

Thank you for downloading and reading this guidée original material can always be found at either
http://www.interconnectit.coror athttp://spectacu.la members of the latter can download the origidatd
Document in order to re-brand it for their own use.
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