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Welcome 
It might be easier to say what this guide isnôt, rather than what it is. It isnôt an in depth look at 

every single function available within the WordPress dashboard. Nor is it a guide to help you 

develop or modify WordPress themes. My aim is to create a simple WordPress guide that will 

help you to get an overall understanding of how you use the various features within the 

WordPress Dashboard to keep your site or blog updated. 

If youôre looking for more in-depth knowledge, there are heaps of articles in the WordPress 

Codex that go into more detail. This is great if you want to get really involved in developing your 

own WordPress theme or modifying your site with plugins, but it can be a bit daunting for those 

users who just want a simple guide to using the Content Management side of WordPress or just 

need to update their site pages every so often. 

http://codex.wordpress.org/Main_Page
http://codex.wordpress.org/Main_Page
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Introduction 
WordPress is an Open Source software system used by millions of people around the world to 

create beautiful websites and blogs. It is completely customisable by the use of themes and 

plugins. 

ñWordPress is web software you can use to create a beautiful website 

or blog. We like to say that WordPress is both free and priceless at the 

same time.ò 

Themes can be easily downloaded from the WordPress site or from hundreds of other places 

around the web. The same goes with plugins, which are used to extend the functionality of your 

WordPress site. 

WordPress is built around two basic concepts. Posts and Pages. Posts are typical blog entries. A 

series of articles, listed (usually) reverse-chronologically. Pages are used for more static content 

(i.e. content that doesnôt change or changes infrequently). An óAbout usô page is an example of a 

Page on a typical website. In most cases youôll find that the content in the óAbout usô page 

doesnôt change all that frequently. 

Now, you might be thinking, ñbut I donôt need a blogò. This might be true, but you can also use 

the blog concept if you have a site where you need to display your ólatest newsô or even just 

company updates. Basically, any information that gets updated on a semi-regular basis can 

benefit from the óblogô functionality. Whether thatôs a traditional blog, your companyô ólatest 

newsô or even just your own personal updates. 

The following are just a very few examples of the millions of diverse sites powered by 

WordPress... 

Samsung Newsroom ï http://www.samsungusanews.com 

The latest news on Samsung products and events; powered by WordPress. 

The Ford Story ï http://www.thefordstory.com 

The Ford Story is a site committed to making Fordôs progress towards getting new high-quality, 

fuel-efficient cars and trucks on the road today transparent and open. 

Web Designer Wall ï http://www.webdesignerwall.com 

A wall of design ideas, web trends, and tutorials. 

Kobe Bryant ï http://kb24.com 

Kobe Bryant is an American professional basketball player who plays shooting guard in the NBA 

for the Los Angeles Lakers. 

Wheaton College ï http://wheatoncollege.edu 

Wheaton College is a private liberal arts college ranked among the top in the US. Its beautiful 

New England campus is near Boston and Rhode Island. 

http://en.wikipedia.org/wiki/Open_source
http://wordpress.org/extend/themes
http://wordpress.org/extend/plugins
http://www.samsungusanews.com/
http://www.thefordstory.com/
http://www.webdesignerwall.com/
http://kb24.com/
http://wheatoncollege.edu/
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Mashable ï http://mashable.com 

With more than 5 million monthly page views, Mashable is the worldôs largest blog focused 

exclusively on social networks. 

http://mashable.com/
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Login 
Before you can make any changes to your site, you will need to log in. The login for your site is 

typically found at the following URL - http://your-wordpress-site.com/wp-admin. Obviously, 

replace your-wordpress-site.com with your actual domain name. 

 

There are exceptions to this of course. For instance, your WordPress setup maybe installed in a 

subdirectory. For most standard setups though, youôll find the above URL should work. 

http://en.wikipedia.org/wiki/Url
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Dashboard 
Once youôve logged in, the WordPress Dashboard appears. This is your main administration 

homepage. At the very top of your Dashboard (and across every page) you will see the name of 

your site in the header area. In the example screenshot below (and throughout this 

documentation) the site name is My Site. This is also hyperlinked to your site's homepage. You 

will also see the name of the person who is currently logged in (e.g. Joe Blogg). Move your 

cursor over your name to reveal the Log Out link as well as a link to edit your Profile. 

Prior to WordPress 3.3, the header area and the Toolbar were separate. In WordPress 3.3 the 

header area was merged with the Toolbar and itôs no longer possible to hide the Toolbar in the 

Dashboard as it was previously. 

When new or updated features are introduced into WordPress, youôll be shown a New Feature 

Pointer. This is simply to bring to your attention some feature within the Dashboard thatôs been 

added or updated. In the following Dashboard image, the New Feature Pointer is highlighting the 

updated Toolbar. Click Dismiss to hide the pointer. 

 

On most pages, just below your Username there are a couple of small inverted tabs. One called 

Screen Options and another called Help. Clicking either of these links will cause a panel to slide 

down from the top of the page. The Help link obviously displays some help information. The 

Screen Options link will display various options that allow you to configure what is displayed on 

the current page. The details in this panel change depending on what page youôre currently 

viewing. As an example, on your main Dashboard page the Screen Options allow you to set 
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which panels youôd like displayed on the page and also how many columns youôd like the panels 

to appear across. 

Dashboard Menu Options 
Down the left hand side of the Dashboard and on every page you will see your main admin 

navigation menu. This is where youôll find all the options to update and configure your site. 

Hovering your cursor over each of the main menu options will display a ófly-outô menu with the 

various choices for that particular menu option. Once you click each of the main menu options, 

that particular menu will expand to show all the available options within that section (if there are 

any). 

 

The main menu options and their usage are: 

Dashboard 
This will display your main Dashboard óhomepageô. In the top left of your Dashboard youôll see 

some brief stats on the number of Posts, Pages, Categories and Tags contained within your site, 

as well as the total number of comments and approved comments. Thereôs also a summary of 

how many Spam Comments you currently have. 

Posts 
This is where you can create a new Blog Post. You can also update your Categories and Post 

Tags. 

Media 
This is where all your uploaded images, documents or files are stored. You can browse through 

your Media library, as well as edit and update the files. 

http://en.wikipedia.org/wiki/Spam_(electronic)
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Links 
You can add links here to be displayed on your site. The links added in here are usually displayed 

using one of the WordPress Widgets (as opposed to links that you simply create within a Post or 

Page). Links can also be divided into Categories. 

Pages 
This is where you create and maintain all your Pages. 

Comments 
You can manage all your Comments within this section, including replying to comments or 

marking them as Spam. 

Appearance 
This menu is where you control how your site looks. You can choose a new Theme, manage your 

site Widgets or Menus and even edit your site theme files. 

Plugins 
Plugins extend and expand the functionality of WordPress. You can add or delete plugins within 

here as well as activate or deactivate them. 

Users 
This screen lists all the existing users for your site. Depending on your Role, you can also add 

new users as well as manage their Roles. 

Tools 
This section gives you access to various convenient tools. You can also Import data to your 

WordPress site or Export all your WordPress data to a file. 

Settings 
This is where your site is configured. Among other things, it allows you to configure your site 

name and URL , where your Posts appear, whether people can leave Post Comments or not and 

numerous other settings. Most times, once your site is setup, there's no need to change any of the 

settings within this section. 

At the bottom of the menu you'll see a link called Collapse menu. Clicking this will hide the 

menu and simply display their icons instead. Click the small arrow icon again to expand the 

menu. 

Occasionally when you install a Plugin, they will have their own configuration or setup pages. 

The location of these will be entirely dependent on the individual Plugin but most times these 

pages will either appear within the Tools section, the Settings section or in a completely new 

menu section at the bottom of the menu. 
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Toolbar 
The WordPress Toolbar is a way of easily accessing some of the most common WordPress 

features. When you are logged into your WordPress dashboard and you visit your website, you 

will see the Toolbar running across the top of your site. This bar only appears if you are currently 

logged into your WordPress site, which means that it wonôt be visible to your everyday site 

visitors. If you are not logged in, the Toolbar wonôt be displayed. 

 

The Toolbar allows you to quickly access the following commonly used features.  

Å Visit the WordPress.org website, Codex or Support forums 

Å Display your site Dashboard and other commonly used menu options that allow you to 

update your site Themes, Widgets, Menus and depending on your theme, Background and 

Header 

Å View or Edit your blog comments 

Å Add a new Post, Media, Link, Page or User 

Å Perform a site Search 

Å View or Edit your Profile and logout from the WordPress Dashboard 
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Hiding the Toolbar 
You can stop the Toolbar from displaying by modifying the preferences associated with your 

Profile. Simply click on the Users link in the left hand navigation to display the list of Users. 

From this list of Users, click your user name or click on the Edit link that appears beneath the 

user name when hovering your cursor over each row. Alternatively, click on the Your Profile link 

underneath the Users menu option in the left hand navigation or within the fly-out menu. 

 

When editing your Profile there is a Toolbar option as shown in the screen above. 

Å Show Toolbar when viewing site ï Checking this box will display the Toolbar at the very 

top of your website (only for the person who is currently logged in) 

In WordPress 3.3 the header area was merged with the Toolbar and there is no longer an option to 

hide the Toolbar in the Dashboard as there was previously. 
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Posts 
After clicking on the Posts menu option you'll be shown a list of Posts that your site contains. 

Among the information displayed is the Post title, the Author, Categories, Tags, No. of 

Comments and either the Date Published, Date Scheduled or the Date the Post was Last 

Modified. The Posts screen will look similar to the screen below. 

 

At the top of the page you can view how many Posts in total you have in your site, how many are 

Published, Scheduled, Sticky, Pending, in Draft or in the Trash. 

When hovering your cursor over each row, a few links will appear beneath the Post title.  

Å Edit ï Will allow you to edit your Post. This is the same as clicking on the Post title 

Å Quick Edit ï Allows you to edit basic Post information such as Title, Slug, Date plus a few 

other options 

Å Trash ï Will send the Post to the Trash. Once the óTrashô is emptied, the page is deleted 

Å View ï Displays the Post 
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Next to each Post title is a checkbox. This allows you to perform an action on multiple items at 

once. You simply check the Posts that you would like to affect and then from the Bulk Actions 

drop-down select either the Edit option or the Move to Trash option and then click the Apply 

button. The Edit option will allow you to edit the Categories, Tags, Author, whether to allow 

Comments and Pings or not, the Status and whether or not the Posts are óStickyô. The Move to 

Trash option will move the selected items to the Trash. 

You can also filter the pages that are displayed using the drop-down lists and the Filter button. 

At the top of the list of Posts there are also two icons that change how the list is displayed. Click 

the List View icon ( ) to display the posts in the traditional List View or click the Excerpt 

View icon ( ) to display a short excerpt from the Post underneath the Post title. 
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Pages 
After clicking on the Pages menu option you'll be shown a list of Pages that your site contains. 

Among the information displayed is the Page title, the Author, No. of Comments and either the 

Date Published or the Date the Page was Last Modified. The Pages screen will look similar to 

screen below. 

 
At the top of the page you can view how many Pages in total you have in your site and how many 

are Published or in Draft. 

When hovering your cursor over each row, a few links will appear beneath the Page title.  

Å Edit ï Will allow you to edit your Page. This is the same as clicking on the Page title 

Å Quick Edit ï Allows you to edit basic Page information such as Title, Slug, Date plus a few 

other options 

Å Trash ï Will send the Page to the Trash. Once the Trash is emptied, the page is deleted 

Å View ï Displays the Page 
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Next to each Page title is a checkbox. This allows you to perform an action on multiple items at 

once. You simply check the Pages that you would like to affect and then from the Bulk Actions 

drop-down select either the Edit option or the Move to Trash option and then click the Apply 

button. The Edit option will allow you to edit the Author, Parent, Template, whether to allow 

Comments or not and the Status of each of the checked items. The Move to Trash option will 

move the selected items to the Trash. 

You can also filter the pages that are displayed using the drop-down list and the Filter button. 
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Adding your Site Content 
Adding content to your site is an easy process no matter whether youôre creating a Post or a Page. 

The procedure for both is almost identical. Apart from how they display on your site, which was 

described earlier, the other main difference is that Posts allow you to associate Categories and 

Tags whereas Pages donôt. Whatôs the difference between categories and tags? Normally, Tags 

are ad-hoc keywords that identify important information in your Post (names, subjects, etc) that 

may or may not recur in other Posts, while Categories are pre-determined sections. If you think of 

your site like a book, the Categories are like the Table of Contents and the Tags are like the terms 

in the index. 

Adding a New Page 
To add a new Page, hover your cursor over the Pages menu option in the left hand navigation 

menu and in the fly-out menu, click the Add New link. Alternatively, click the Pages menu 

option and then click the Add New link underneath, or the Add New button at the top of the page. 

You will be presented with a page similar to the image below. 

 

http://codex.wordpress.org/Posts_Categories_SubPanel
http://codex.wordpress.org/Posts_Post_Tags_SubPanel
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Adding a New Post 
To add a new Post, hover over the Posts menu option in the left hand navigation menu and in the 

fly-out menu, click the Add New link. Alternatively, click the Posts menu option and then click 

the Add New link underneath, or the Add New button at the top of the page. You will be 

presented with a page similar to the image below. 
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Adding Content with the Visual Editor 
The editor used to enter content into your Page or Post is very easy to use. Itôs much like using a 

regular word processor, with toolbar buttons that allow you to Bold ( ) or Italicize ( ) text 

or enter in Headings ( ) or bullet points ( ). You can even use most of 

the basic keyboard shortcuts used in other text editors. For example: Shift+Enter inserts a line 

break, Ctrl+C/Cmd+C = copy, Ctrl+X/Cmd+X = cut, Ctrl+Z/Cmd+Z = undo, Ctrl+Y/Cmd+Y = 

redo, Ctrl+A/Cmd+A = select all, etc. (use the Ctrl key on a PC or the Cmd key on a Mac). 

At the top of the editor there are two tabs, Visual and HTML ( ). These switch 

the editor view between the Visual editor and the HTML editor. The HTML view will enable you 

to view the HTML code that makes up your content. For the more experienced users this can be 

helpful at times but for those not familiar with HTML tags, itôs not recommended. 

When creating a new Page or Post, the first thing to do is enter in your title in the top entry field 

where it says Enter title here. After moving the cursor down to the editor a new Permalink is 

created for your page. Permalinks are the permanent URLôs to your individual Posts, Pages, 

Categories etc.. Though not usually necessary, you can manually edit your permalink by clicking 

on the actual permalink (the part after the domain name with the yellow background) or by 

clicking the Edit button next to it. Once youôve modified it, click Ok to save or Cancel to cancel 

your changes. 

At the top of the editor where your content is written, there are numerous formatting buttons. 

Clicking the Show/Hide Kitchen Sink button ( ) will show or hide a second line of formatting 

buttons which gives you extra functionality. The editor buttons perform the following functions: 

 Add Media ï Used to upload and insert media such as images, audio, video 

or documents  

 
Bold ï Bold text 

 
Italic ï Italicise text 

 
Strikethrough ï Add a strikethrough to your text 

 
Unordered List ï Create an unordered (bullet point) list 

http://codex.wordpress.org/Using_Permalinks
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Ordered List ï Create an Ordered (numbered) list 

 
Blockquote ï Used as a way of showing a quote. How this looks will be 

entirely dependent on the Theme that your site is currently using 

 
Align Left ï Align text to the left 

 
Align Center ï Align text in the center of the page 

 
Align Right ï Align text to the right 

 
Insert/edit link ï Used to create an html link to another page or website. 

The text that you want to link needs to be highlighted first before the 

button will become active 

 
Unlink ï Remove the html link from the selected link. Your cursor must be 

sitting on an active link for the button to be active 

 
Insert More tag ï Inserts the More tag into your Page. Most blogs only 

display a small excerpt of a Post and youôre required to click the Post title 

or a óRead more...ô link to continue reading the rest of the article. When 

you insert a óMoreô tag into your Post, everything prior to the tag is 

considered as this excerpt. Most times youôd only use this button when 

youôre creating a blog Post, rather than a Page 

 
Toggle Spellchecker ï Used to toggle the spellchecker on and off. You can 

also select between a range of different languages 

 
Toggle fullscreen mode ï Clicking this button will enlarge the editor so 

that it fills the browser window. Clicking the Exit fullscreen link at the top 

of the screen will reduce it back to its original size 


