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Welcome

It might be easier to say what this guide i
every single function available withihe 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 Dashboatd keep your site or blog updated.

I f youdr e | o-debth kngvledge, thererawmerheapsi oharticles inthelPress

Codexthat go into more detail. This is great if you want to get reallglired 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 everyfsmo
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Introduction

WordPress is a@pen Sourcsoftware system used by millions of people around the world to
create beautiful websites and blogs. It is completely customisable by thetusenefand

plugins

AWor dPress is web software you can u:
or blog. We like to say that WordPress is both free and priceléss at
same time. O

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 cepts. Posts and Pages. Posts are typical blog entries. A
series of articles, listed (usually) revedeonologically. Pages are used for more static content

(i .e. content that doesndét change or change:
Page on a typical website. Il n most cases Yyol
doesndt change all that frequently.

Now, you might be thinking, fAbut | dondt ne:¢

the blog conceptifyouhavesai t e where you need to display
company updates. Basically, any information that gets updated on-aegpiair basis can
benefit from the 6blogd functionality. Whet!
n e wa éven just your own personal updates.

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

Samsung Newsrooinhttp://www.samsungusanews.com
The latest news onahsung products and events; powered by WordPress.

The Ford Story http://www.thefordstory.com
The Ford Story is a site committed tgaalityna ki n ¢
fuel-efficient cars ad trucks on the road today transparent and open.

Web Designer Wall http://www.webdesignerwall.com
A wall of design ideas, web trends, and tutorials.

Kobe Bryanti http://kb24.com
Kobe Bryant is an American professional basketball player who plays shooting guard in the NBA
for the Los Angeles Lakers.

Wheaton Collegé http://wheatoncollege.edu
Wheaton College is a private liberalsacollege ranked among the top in the US. Its beautiful
New England campus is near Boston and Rhode Island.
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Mashable http://mashable.com
With more than 5 million monthly p®ogsdvi ews,
exclusively on social networks.

Tweak Geek ITT Website Development &osting.www.tweakgeekit.com.au Paged

Easy WPGuide V1.0for WordPress 3.4


http://mashable.com/

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://yourwordpresssite.com/wpadmin. Obviously,
replaceyour-wordpresssite.comwith your actual domain name.

@WORDPRESS
Username
username
Password
ooocoOOOOOGOS
Remember Me m

Lost your password?

« Back to My Site

There are exceptions to this of course. For instance, your WordPress setup maybe installed in a
subdirectory. For most st and@shoudsevoriu ps t ho uc
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Dashboard

Once youodove |l ogged in, the WordPress Dashbo:
homepage. At the very top of your Dashboard (and across every page) you will see the name of
your site in he header area. In the example screenshot below (and throughout this
documentation) the site nameMly 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 theg Outlink 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 t hethelTootbdarmthe and
Dashboard as it was previously.

When new or updated features are introduced
Pointer. This is simply to bring to your at:t
added or updatedh the following Dashboard image, the New Feature Pointer is highlighting the
updated Toolbar. Clickismissto hide the pointer.

“?’” My Site » Howdy, Joe Blogg 3
# Dash* & = — Screen Options \
This is the name of your site ' This is the name of the person
It's also linked to your hompage We've combined the admin bar and the old who is currently logged in
S Dashboard header into one persistent toolbar.
Hover over the toolbar items to see what’s new.
Media 23 Posts sload/insert
=S Dismiss
@ Links 12 Pages
Pages 52 Categories O Pending
(© comments 49 Tags 0. Spam S . T
This is a New Feature Pointer. It highlights

Appearance Theme Twenty Eleven with 6 Widgets new WordPress features. Here, it's pointing
& Plugins You are using WordPress 3.4 to the WordPress Toolbar
& Users
T} Tools Recent Comments Recent Drafts
Settings 7 ;

Incoming Links WordPress Blog

Plugins Other WordPress News

Most Popular Matt: Culture of Distraction

Ultimate TinyMCE (Install)
Description: Beef up your visual tinymce editor with a plethora of
advanced options.

Akismet: 50 Billion Little Pieces

Matt: Watch Pando Interview

On most pages, just below your Username there are a couple of small inverted tabs. One called
Saeen Optiongand another calledelp. Clicking either of these links will cause a panel to slide
down from the top of the page. Thielp link obviously displays some help information. The
Screen OptionBnk will display various options that allow you tomfigure what is displayed on
the current page. The details in this panel
viewing. As an example, on your main Dashboard page the Screen Options allow you to set
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which panels youdd Inidkeal ¢gios hloavy andh ngyn ctoh a1 mm as ¢
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 yoydisite. find

Hovering your cursor over each o0t dhmemai wi t
various choices for that particular menu option. Once you click each of the main menu options,
that particular menu will expand to show all theiklde options within that section (if there are

any).

)

Howdy, Joe Blogg %/

+ New

My Site

®

fi Dashboard Screen Options Help

72} Dashboard

Home

Ypdaing Right Now QuickPress
5P Posts All Posts Discussion Title
(5 Media - Ne\f’ 29 Comments Upload/insert (3}

- Categories
@ Links Tags 2Q Approved Content

Pages RO O Pending
& Comments Hovering your cursor over each

of the main menu options will T

& Appearance display a "fly-out” menu 9
f\r/j Plugins You are using WordPress 3.4 Save Draft Reset
& Users

T} Tools Recent Comments Recent Drafts
Settings 7 5

Incoming Links WordPress Blog

The main menu options and their usage are:

Dashboard

This wil/l di splay your main Dashboard ohomej
some brief stats on thmumber of Posts, Pages, Categories and Tags contained within your site,
as well as the total number of comments and
how manySpam Commentgou curently 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 anddate the files.
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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 if@ategories.

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 looksu¥an 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 Expaatl 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.dgt 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 cal@allapse menuClicking this will hide the
menu and simply display their icons instead. Click the lsanedw 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 thin theToolssection, theSettingssection 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 dastitand you visit your website, you

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

|l ogged into your WordPress site, which mean:
visitors. Ifyouarenodgged i n, the Tool bar wonodot be dis

Howdy, Joe Blogg %] 9

() ® + New

My Site

The Toolbar only appears if you
are currently logged into your
WordPress site

My Site

Just another WordPress site

Home Parent page Sample Page

Layout Test S
The Toolbar allows you to quickly access the following commonly used features.
AVisit the WordPress.org website, Codex or Support forums

ADisplay your site Dashboard and other commosigcdumenu options that allow you to
update your site Themes, Widgets, Menus and depending on your theme, Background and

Header
AView or Edit your blog comments
AAdd a new Post, Media, Link, Page or User
APerform a site Search
AView or Edit your Profile and logd 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 & 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 &fothrdProfilelink
underneath thelsersmenu option in the left hand navigation or within thedlyt menu.

Howdy, Joe Blogg | ‘-

‘\?’:‘ MySite @ + New

{2} Dashboard

00 .

&, Profile
s Posts ==

Personal Options
(55 Media
C/ Links Visual Editor () Disable the visual editor when writing
Eages Admin Color Scheme . %

S ue

(® cComments

Enable or disable the Toolbar

[5] Appearance

£ Plugins
m Keyboard Shortcuts @&€ration. More information
All Users Toolbar (@ Show Toolbar when viewing site
Add New Name

Your Profile

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

AShow Toolbar when viewing siteChecking this box will display the Toolbar at the very
top of your website (only for the person wisccurrently logged in)

In WordPress 3.3 the header area was merged with the Toolbar and there is no longer an option t
hide the Toolbar in the Dashboard as there was previously.

Pagel5
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Posts

After clicking on thePostsmenu option you'll be shown a list of Po#tat 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 scréelow.

Howdy, Joe Blogg %

Add New

Screen Options Help

{3} Dashboard

Search Posts

/i/’ Posts Addnew

All (24) | Published (22) | Sticky (1) | Scheduled (1) | Draft (1) | Trash (1)

All Posts
Add New Bulk Actions ;] Appl View all categories j 24items « ¢ | 1 of2 s »
Calegarse Advises total no. of Posts, how
Tags _ many are Published, Sticky, :
e O Title Scheduled, in Draft or the Trash 2 T3 - Date
(] Scheduled Post Joe Blogg Uncategorized Click the icons to view the Posts
& Links =
list in the traditional List View
[C] Pages . or the Excerpt View
() Draft Post - Draft Joe Blogg Uncategorized
) Comments a
Modified
e () Readability Test Joe Blogg CatA chattels, privation 2008/09/05
£ Plugins Edit | Quick Edit | Trash | View Published
&, users () Layout Test - Sticky Joe Blogg aciform, Cat A, CatB,  tagi, tag2, tag3 2008/09/04
. C, sub Published
T} Tools Hovering the cursor over each
] Images Test row wi Ll show you various ategorized No Tags 2008/09/03
Settings = options you can perform Published
) Post Format Test: Gallery - Gallery Joe Blogg Uncategorized Post Formats 2008/06/10
2 Published
() Post Format Test: Aside - Aside Joe Biogg Uncategorized Post Formats 2008/06/09
e Published
() PostFormat Test: Chat Joe Biogg Uncategorized Post Formats 2008/06/08
~ Published
Perform actions on mulitple Posts at once oy s e tamls e
by selecting the appropriate checkboxes &
then choosing an action from the Bulk Uncategortzed Posl Formats 2008/06/06
Actions dropdown & clicking Apply Published
() PostFormat Test: Image (Linked) Joe Blogg Uncategorized Post Formats 2008/06/06

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 linksappear beneath the Post title.
AEditi Will allow you to edit your Post. This is the same as clicking on the Post title

AQuick Editi Allows you to edit basic Post information such as Title, Slug, Date plus a few
other options

ATrashi WillsendthePosot t he Tr ash. Once the 6Trashbo
AView 1 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 andribrarthe Bulk Actions
drop-down select either thedit option or theMove to Trasloption and then click thapply

button. TheEdit option will allow you to edit the Categories, Tags, Author, whether to allow
Comments and Pings or not, the Status andwheth or not t he Pwogettos ar e
Trashoption will move the selected items to the Trash.

You can also filter the pages that are displayed using thedinap lists and thé&ilter button.
At the top of the list of Posts there are also two idbaschange how the list is displayed. Click

theList View icon ——“) to display the posts in the traditional List View or click Ehecerpt

View icon (_ 1) to display a short excerpt from the Post undatiméhe 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 Wwast Modified. The Pages screen will look similar to
screen below.

b

Add New Howdy, Joe Blogg

@ Dashboard Screen Options Help
Pages Add New
57 Posts
55 Modka Al (11) | Published (11) Soarch Poage
(f' Links Bulk Actions Apply Show all dates Filter 11 items
2 Advises total no. of Pages & how
(L] es - Titl Do ‘ Auth L Dat
Sl many are Published or in Draft e o
All Pages () Abou Joe Biogg 2010/07/25
Add New Published
) Comments ] Clearing Floats Joe Blogg 2010/08/01
=) Published
Appearance
) Levelt Joe Biogg 2007/12/11
o3 = oiiespie ot
£ Plugins Edit | Quick Edit | Trash | View Published
65 Omsen O - Level2 Joe Blogg 2007112111
-[6 Tools - , Published
Hovering the cursor over each
Settings RRNREPRER oW will show you various Joe Blogg 2007/12/11
= options you can perform Published
) Lorem Ipsum Joe Blogg 2007/09/04
. Published
() Page with comments Joe Blogg 2007/09/04
- Published
) Page with comments disabled Joe Biogg 2007/09/04
oy Published
) Parent page Joe Blogg 2007/09/04
= Published
I & Joe B 2007/09/04
Perform actions on mulitple Pages at once " Bubiishad”
by selecting the appropriate checkboxes &
then choosing an action from the Bulk Joe Blogg 2007/09/04
Actions dropdown & clicking Apply Published
) Title Author L ] Date

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 Dratft.

When hovering your cursor over eachv, a few links will appear beneath the Page title.
AEditT Will allow you to edit your Page. This is the same as clicking on the Page title

AQuick Editi Allows you to edit basic Page information such as Title, Slug, Date plus a few
other options

ATrashi Will send the Page to the Trash. Once the Trash is emptied, the page is deleted
AView i 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 bkaftect and then from the Bulk Actions
drop-down select either thedit option or theMove to Trasloption and then click thapply

button. TheEdit option will allow you to edit the Author, Parent, Template, whether to allow
Comments or not and the Staitof each of the checked items. TWeve to Trasloption will

move the selected items to the Trash.

You can also filter the pages that are displayed using thedinap list and théilter button.
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Adding your Site Content

Adding contentto your siteisamasy process no matter whether
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 asSatcizierieand
Tagswher eas Pages dondét. Whatoés the differenc
are adhoc keywords tat identify important information in your Post (names, subjects, etc) that
may or may not recur in other Posts, while Categories ardgteemined sections. If you think of
your site like a book, the Categories are like the Table of Contents and thard dige the terms

in the index.

Adding a New Page

To add a new Page, hover your cursor ovePtiigesnenu option in the left hand navigation
menu and in the fhput menu, click thé&dd Newlink. Alternatively, click thePagesnenu

option and then clickiie Add Newlink underneath, or thadd Newbutton at the top of the page.
You will be presented with a page similar to the image below.

e Howdy, Joe Blo b
This is where you enter your Y 59

{3} Dashboard Page title Screen Options Help
~| Add New Page
s~ Posts
(3 Media Publish
& Links Save Draft Preview
Upload/Insert Visual HTML Status: Draft Edit
All Pages B | I e 3= i= & = 2 = T e Visibility: Public Edit

Add New

-
>
4
P i
&
(NS
=]
pil

Parogroeh | | .U Ej#ID|ci0 %] Publish immediately Edit

) Comments

Appearance Your Page can be styled using the various Al
£ Plugins menu bar buttons. These buttons are also
used to add links, upload & insert images, :
&, users media files & other documents. Using the ?annce zgﬁ;ﬁogternéa's :%?esg’v%oi%
= Visual & HTML tabs, you can switch between = a%raft y 9
1} Tooks the Visual editor or the HTML editor.

Settings (no parent) =

Template

Default Template L]
Order

0

Need help? Use the Help tab in the upper right
of your screen.

This is the Editor where your

Page content is added Featured Image
Path: p
Word count: 0

Set featured image
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Adding a New Post

To add a new Post, hover over thestsmenu option in the left hand ngation menu and in the
fly-out menu, click thédd Newlink. Alternatively, click thePostsmenu option and then click
the Add Newlink underneath, or thadd Newbutton at the top of the page. You will be
presented with a page similar to the image below.

Howdy, Joe Blogg %

This is where you enter your

{3} Dashboard Post title Screen Options ¥ Help v
57 Add New Post
|
All Posts Publish
M- Save Draft . Preview
Categories
Tags Upload/insert Visual HTML Status: Draft Edit
Media B | X |=e|l=li=c| EIEE]|LI2IRE | FiziE Visibility: Public Edit
& Links Pamgaph |- |U S A B|E @ Q| E(F9|C|O Publish immediately Edit
P
Eitoe : : Move o Trash P Puien
&) Comments Your Post can be styled using the various —
menu bar buttons. These buttons are also
D Appearance used to add links, upload & insert images, Once your content is added, you
5 media files & other documents. Using the e U e oaE e TSt
£ Piugins Visual & HTML tabs, you can switch between e a%raft Y
&, Users the Visual editor or the HTML editor.
() Link
T} Tools O Gallery
O Status
e O Quote
< | Coliapse menu () Image
Categories
All Categories Most Used
|| aciform
. ] (") sub
This is the Editor where your (1) antiquarianism
Post content is added () arrangement
Path: p || asmodeus
Word count: 0 (| Blogroll
[_] broder
[_| buying
[C]CatA
[JCatB
CCatC
+ Add New Category
Tags
Add
Separate tags with commas
Choose from the most used tags
Featured Image
Set featured image
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Adding Content with the Visual Editor

The editor used to enter content into your [

regular word processor, with toolbar buttons that allow ydsaid ( i ) or Italicize ( 1 ) text

or enter in Headings Earageph_ | ) or bullet points \3: = ). You can even use most of
the basic keyboard shortcuts used in otbet editors. For exampl&hift+Enterinserts 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 ti&trl key on a PC or thEmdkey on a Mac).

AN

At the top of the editor thie are two tabs/isualandHTML ( Visual ). These switch

the editor view between thédsual editorand theHTML editor. The HTML view will enable you
to view the HTML code that makes up your content. For the more experienced useais thes
hel pf ul at times but for those not familiar

When creating a new Page or Post, the first thing to do is enter in your title in the top entry field
where it saygEnter title hereAfter moving the cursor down tbe editor a newermalinkis
created for your page. Permalinks are the pe
Categories etc.. Though not usually necessary, you can manually edieymalink by clicking

on the actual permalink (the part after the domain name with the yellow background) or by
clickingtheEditbut t on next to i t. OkioeaveyoQancekoeancelo di f i
your changes.

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

Clicking theShow/Hide Kitchen Sinkutton 1‘23 ) will show or hide a second line of formatting
buttons which gives you extra functionality. The editor buttons perfieenfiollowing functions:

—

teq Add Mediai Used to upload and insert media such as images, audio,
or documents

B Boldi Bold text
1 Italic T Italicise text
ABG Strikethrough' Add a strikethrough to your text
- Unordered List Create an unordered (bullet point) list
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Ordered Listt Create an Ordered (numbered) list

wraw

¢ Blockquotei 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 i Align text to the left

Align Centeri Align text in the center of the page

Align Righti Align text to the right

Insert/edit linki Used to create an html link to another page or website
The text that you want to link needs to be highiegl first before the
button will become active

Unlink T Remove the html link from the selected link. Your cursor mus
sitting on an active link for the button to be active

e Insert More tag Inserts the More tag into your Page. Most blogs only
di splay a small excerpt of a Po
or a ORead more...06 |link to con
you insert a O6Mor ed trorgothemagis y o
considered as this excerpt. Mos
youbre creating a blog Post, ra

b
o
n

Toggle Spelicheckéar Used to toggle the spellchecker on and off. You
also select teveen a range of different languages

E3 Toggle fullscreen mode Clicking this button will enlarge the editor so

that it fills the browser window. Clicking tHexit fullscreenlink at the top
of the screen will reduce it backits original size
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