
 

 

 

 

 

 

 

WORDPRESS 101 
A PRIMER 

JOHN WIEGAND 

 

  



 
1 

CONTENTS 

Starters .......................................................................................................................................................................... 2 

Users .......................................................................................................................................................................... 2 

Settings ...................................................................................................................................................................... 3 

Media ......................................................................................................................................................................... 6 

Pages .......................................................................................................................................................................... 7 

Posts .......................................................................................................................................................................... 7 

Comments.................................................................................................................................................................. 7 

Design ............................................................................................................................................................................ 8 

Themes ...................................................................................................................................................................... 8 

Menus ........................................................................................................................................................................ 9 

Posts ........................................................................................................................................................................ 11 

Plugins ......................................................................................................................................................................... 11 

To find a plugin: ....................................................................................................................................................... 12 

Common Plugins ...................................................................................................................................................... 12 

Devlopment to Live...................................................................................................................................................... 14 

 

 

  



 
2 

Welcome to WordPress, the free website development and content management (CMS) software designed to be 

easy to use while providing a professional feel to you website. WordPress allows you to customize your website 

with thousands of styles and tools to make your pages to truly your own. This course is designed to get you started 

with building a basic site and to introduce you the different elements available to you. For further reading and 

more advanced literature, check out the WordPress website at http://wordpress.org as well as other sources on 

the web. 

STARTERS 

Before diving into the more complex aspects of WordPress, we will want to get acquainted with the some of the 

basics of the site and a few things you will want to take care of the first time you login. If you have already 

completed any of the below steps or are familiar with them already, feel free to move on to the next section and 

use this one as a reference for any future needs.  

USERS 

The first step is to login to WordPress using the provided username and password. Once logged in you will want to 

set up a User for yourself with your own username and password. To do this, click on the Users link on the left-

hand toolbar. This will take you to the All Users page which shows all the current users on the site along with stats 

about them such as name, e-mail, role and their number of posts (figure 1). At this point, there will only be one but 

that will soon change. 

 

Figure 1: These are the current user of the site and general information about them. 

To add a new User, select Add New from either the side menu or 

at the top of the page next to Users (figure 2). Once on the Add 

New User page you will need to input your information and select 

a Role for yourself. For the tutorial you will want to select 

Administrator so that you have access to everything on the site 

and the ability to change it. For more information about roles and 

what each one offers, please visit this link 

http://en.support.wordpress.com/user-roles/ to use as a 

reference.  

Once you have filled out the New User form you will select Add 

New User at the bottom. This will take you back to the All Users 

page. Now is a good time to test out your new profile and log-in to 

it. To log out, hover over the upper right corner where it says Figure 2: 2 ways to add a new user 

http://wordpress.org/
http://en.support.wordpress.com/user-roles/
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Howdy, and select Log Out. You will now be at the Log In screen where you can sign in to your newly created 

profile.  

The final page under the User category is the Profile page. Once you are logged back in, hover over Users in the 

tool bar and select Your Profile to go to the Profile page.  From this page you will be able to change various 

settings about your profile such as name, contact info and even changing your password. This is helpful when 

adding new users to the site and giving them generic passwords that they will need to change later. 

SETTINGS 

The next step is to configure the settings of the site. These are some simple and some more complex options that 

dictate how your site functions as well as how your users will interact with the site. We will run through some of 

the more commonly used settings and tweak them to see how they affect the functionality of the site. For greater 

detail on the different settings and a good place to look for answers to questions not addressed in this reading, 

visit http://en.support.wordpress.com/settings/ and navigate using the Related menu on the right. 

Figure 3: the General Settings available to you. 

http://en.support.wordpress.com/settings/
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When you first click on the Settings tab, you will be taken to the General Settings page (figure 3) where you will be 

able to quickly change things like the site title, subtitle, default email address, and time zone. Let’s start with the 

Title of the site. In the field for Site Title type in a title of your choice then tab over to the Tagline field and input 

your subtitle. Click the Save Changes button at the bottom and then move your mouse to the top and hover over 

the title of your site that appears in the black bar at the top of the page. In figure 4, the title is WordPress 101 and 

you can see you that when you do this you get a drop down menu. Right click on Visit Site and select Open in New 

Tab. This will allow you to view the frontend of your site as you make changes to the backend without leaving 

either page.  

The next page in Settings is Writing. This page controls the functions 

of user posts as well as satellite posts to the site. From this page you 

can set basic things for blog posts such as the default catigory and 

format of the posts. You can also set up a secret email so that any 

mail received to that account will be posted to the site, allowing you 

to make satellite post. Depending on the requirements of your client, 

you may want to enable this. We will not be covering this feature in 

the tutorial but if you are interested in exploring this option farther, 

visit  http://codex.wordpress.org/Post_to_your_blog_using_email 

for basic walk through on how to set this up. Finally, we have the 

Update Services option. This option allows you to input different web 

addresses for both free and paid sites that will help promote your site. 

This is accomplished when you make a post to the site, web users browsing other sites gain access your site and 

see when you have posted something new.  

The Reading Settings dictates how your blog is viewed on the frontend. You can set how your home page is 

displayed as well as the number of posts per page. Remember to check this page is you are having problems with 

how posts are behaving on your site; It may be a simple fix such as making your home page static.  

On the Discussion page you can set how user comments are handled. This allows you to dictate who can post 

comments, what the content of the comments can contain as well as what happens when links are included in the 

comment. You also have the ability to hold comments in the moderation queue if they contain certain blacklisted 

words that appear in the content, name, URL, e-mail or IP of the comment allowing you to control spam and 

unwanted posting. You may also blacklist words as well to automatically mark content as spam. Lastly, you have 

the ability to allow users to have their own avatar or to generate one for them. This can be handy when you have 

long strings of comments and you wish to quickly identify who is posting.  

Within the Media Settings, you will be able to modify the size of images inserted into posts. This can be helpful to 

make sure images are not added that drastically change the flow of your site as well as maintaining a continuity 

with your posts. You can also decide to have WordPress automatically organize your media files into folders for 

easy documentation and retrieval.  

Figure 4: Now you can switch easily between 

the frontend and backend. 

http://codex.wordpress.org/Post_to_your_blog_using_email
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Under Permalink Settings, you will have the ability to dictate how your pages will be viewed on your site. This is 

strictly up to how you wish your links to be formatted and even gives you an option to customize how they all look. 

You may also change what name your Category and Tag bases are. For more in-depth explanation about this, check 

out the following link: http://codex.wordpress.org/Using_Permalinks

 

http://codex.wordpress.org/Using_Permalinks
http://codex.wordpress.org/Using_Permalinks
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The final setting is WP Super Cache. This is a plugin that comes preinstalled with your site. It allows the site to be 

optimized and perform faster by reducing the amount of PHP invoked. For a complete explanation on how Super 

Cache works, you can visit this link: http://ocaoimh.ie/wp-super-cache/. This topic is not covered further in this 

guide, but feel free to explore them as you see fit. 

MEDIA 

The Media link is will be used extensively for storing content (photos, documents, videos, etc.) that will appear on 

your website. Uploading and storing media is quite simple to do and you are given a few ways to go about doing 

so. The first page you are brought to when you click on the Media link is the Library (figure 5). As you can see in 

figure 5, there are a couple of images uploaded as well as a Word document. You will also notice that you can filter 

the items by date added, select all items, just images, or attached or unattached items. You can also view who 

uploaded the items, when they were uploaded and the type of file it is. This is also the page you would use to 

delete and edit files that have been uploaded. 

 

 

The second option under the Media button is 

the Add New page. On this page you are able to upload files to your site that will then appear in the Library. 

Uploading files can be done a couple of different ways. The first is to drag and drop a file from a folder or your 

desktop to the Drop files here field. This is quick and easy, especially if you are using 2 screens or have a large 

work space. The second option is to simply browse for your files using the Select Files button in the same field. 

Once the file is dropped in or selected, it will automatically upload and show up in the Library.   

Figure 5: You will be able to view everything you have uploaded in this area. 

http://ocaoimh.ie/wp-super-cache/
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PAGES 

On this tab, you will be working with the different pages of the site. You will be able to create your pages and 

modify the basic information about them. The number and types of pages you will make vary depending on your 

needs and clientele. For a review of some simple pages with different plug-ins and descripts of what they offer, 

review the WordPress 101 site, http://livinglab-dev.org/WordPress101/. 

The first step to create a new page is to select the Add New sub tab in the 

Pages tab. Once on this page, begin by entering the name of the page. If 

you would like, you may add some text to the page or upload a picture 

but it is not necessary as we will soon be modifying the pages to display 

different plugins and widgets. Once you have this done, select the Publish 

button on the right hand side, shown in figure 7. Do this for all the pages 

you will be including in your site.  

You will also notice you have other options regarding the pages you 

create along the right side, such as the visibility of them (if they are 

public, password protected or private), their status (if they are a draft or 

pending review), and when you wish the page to be published to the site 

(either immediately or sometime in the future). Also, from this page you 

can set parent pages like how Parent is the parent of the Child page on 

the site. Finally, you may set a feature image for this page which will 

show up in the middle of the page and may or may not be desirable.  

POSTS 

The Posts tab allows you to add content to your pages using a blog 

format. When you write a post, it will show up on the home page. You 

have an option bar on the right similar to what you have for pages with 

most of the same options plus a couple more. As you can see in figure 7, 

you can change the Format of the post, which, depending on the Theme 

you are using, will change the look of your post as well as add some 

functionality to the post depending on what you are trying to post. You 

will also be able to categorize and tag your posts.  

If you wish to change which page is your home page and which page the 

posts show up on, you can go to Settings → Reading and then choose 

using the Front page displays option whether your home page consists of 

your latest post or a static page you created earlier as well as what page your posts show up on. For this site, we 

will want to make the Front page a static page named Home with the Posts page About us. 

Under the Posts tab you will also find the two options Categories and Tags. Under these options, you can manage 

and add options under both terms. Categories and Tags are similar but not identical. For an overview of the 

differences, check out this link: http://en.support.wordpress.com/posts/categories-vs-tags/. Both these options 

can be important for helping readers navigate posts and it would be a good idea to familiarize yourself with what 

all they have to offer.  

COMMENTS  

Figure 6: Publishing  

http://livinglab-dev.org/WordPress101/
http://en.support.wordpress.com/posts/categories-vs-tags/
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The Comments tab controls exactly what you think it does, feedback from your readers regarding content on your 

site. Using the Comments tab, you can view, edit, delete and approve comments based on the settings you 

specified earlier. Until you actually receive some comments, if you even allow them, this page will not have much 

use.  

DESIGN 

Now that we have gone over the basics, we can start working on the general design of the site. Here we will be 

working on the how the site is laid out, how it looks and how it functions. We will be cover many aspects of the 

design of your site but WordPress offers more customization than it would be possible to go over. Because of this, 

part of each topic will be devoted to where to find content, what to do when using it and trying to troubleshooting. 

Remember, if you can’t find it here, the internet is full of helpful content, you just have to look for it.  

THEMES 

Themes are a great part of WordPress. They allow you to quickly change the look and feel of your site. There are 

many free and pay-to-use themes available from WordPress and other users. I chose the Bloxy Two theme because 

it had a simple feel to it and I liked the color scheme. The criteria for the theme you choose may be completely 

different from the criteria I used and may change over the course of the development of your theme. That is part 

of the beauty of using Themes, you can change them easily and as many times as you like.  

 
Figure 7: the possible theme you can choose from, some are preinstalled while others you have to find. 
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You will by default already have a Theme installed that is the generic WordPress theme. At the writing of this 

guide, the current theme was Twenty Thirteen. When you click on the Themes tab, you will see your current active 

theme along with any themes you have installed. As you can see in figure 8, there are 4 themes installed with the 

Bloxy Two theme activated. From this page you will also be able to install a new theme by selecting the Install 

Themes tab at the top of the page.  

The steps for installing a Theme are as follows: 

1. Make a list of the criteria the theme must follow such as color scheme, columns, navigation and 

built-in widgets. 

2. Navigate to the Themes category under the Appearance tab and select Install Themes at the 

top. 

3. If you have a specific keyword that is associated with them, type it in in the search bar at the 

top, otherwise select the features form the Feature Filter checkboxes that match your criteria 

and press the Find Themes button. 

4. Browse the available themes until you find one that is appealing. Select the Details link and 

make sure the Theme is what you are looking for. 

5. Once you find a theme that fits your needs, you can install it while previewing it by clicking the 

Install button.  

6. The theme will automatically install and you are ready to start customizing your site.  

MENUS 

Now that we have a theme, let’s setup a menu for the site. To do this, hover over Appearance then select Menu 

from the pop out options. Once there you will see all the pages you have created in the pages section arranged in 

alphabetical order. If there are any pages missing, click on the Pages dropdown menu and click on the checkboxes 

of all that are missing, then select Add to Menu. You will want to do this anytime you add new pages to the menu 

after the first time you create one.  

Next place custom links in to the work space and associate them with the pages they go with. On the website, the 

Drop down menu option is a custom menu. Custom links act as a header in the menu for navigating to the 

different pages that are under that heading but will not lead to an actually page. To set this up, you want to click 

on the Links dropdown menu and type in the name of the header for the Title and use a # for the URL. Figure 15 

gives shows you how this is done.  
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The next link is the Sign in link. For this one, you will want do the same as the Products link but for the URL use the 

site URL followed by “…/wp-admin”. For example, the URL used for this site is “http://livinglab-

dev.org/WordPress101/wp-admin”.  

Now that Links and Pages in the menu workspace, the next step is to arrange the menu how we want them. To do 

this, click and drag the different menu option and place them in the order shown in figure 6 starting with Home at 

the top and ending with Sign in at the bottom.  When placing the Child, Option 1, Option , etc. pages, you will want 

to indent them so they are subclasses of their respective parent classes. This is done by simply clicking and 

dragging them a little to the right while under the desired class. You may also name this menu. This can be helpful 

if you have multiple menus such as side menus or different menus depending on which page you are on. If you do 

decide to use this option, you will implement them in the Widget menu. When you are done constructing your 

menu, it should look similar to figure 9. 

Figure 15: The URL for a drop down link is a # and will act as a header for the menu items that fall under that menu.   
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To implement the menu, select the Manage 

Locations tab at the top and select your 

menu from the Primary Navigation 

dropdown menu. Now Save Changes and 

refresh your site to see your new menu in 

action. You should now be able to visit each 

of your pages as well as the subpages of both 

Parent and Drop down. When you click on 

Drop down, it should not take you anywhere 

but instead give you a dropdown menu of 

the different options under Drop down.  

POSTS 

Posts are bits of content that display on your 

page and cycle through as you publish them. 

They will show up with the newest post at 

the top with previous posts below. You are 

able to set the total number of posts 

displayed, what page they are displayed on 

and other defaults for them under the 

Settings tab. For the site, we will be putting 

posts on the Staff page. When you write 

posts, you are able to categorize them using 

a hierarchy so that you can group them 

together in a logical fashion. Tags are 

different from Categories in that they do not 

follow a hierarchy but are more helping 

when searching and are usually more 

regulated to the particular post, not the 

group of them. For a detailed overview of 

posts and how they work, visit here: 

http://codex.wordpress.org/Writing_Posts. 

 

 

PLUGINS 

WordPress plugins provide extra functionality to a WordPress site, allowing administrators and users to accomplish 

tasks, record site usage, modify how the site displays, or use shortcuts in creating site content not usually offered 

by a base WordPress installation. This is accomplished due in part to the fact that plugins are basically additional 

code created by WordPress users and developers to provide this functionality.  Because the users of WordPress 

have such a diverse community, there is a bevy of plugin content to choose from and sort through. Because of this, 

Figure 8: This is how you will want your menus to look after creating it. 

http://codex.wordpress.org/Writing_Posts
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we will look for some basic Plugins to use and install but they all follow the general steps listed below when 

looking for any Plugin.  

TO FIND A PLUGIN: 

1. Write down the requirements you need, want, and would like to have.  Rank them by order of 

importance.  This list of requirements will be how you choose between more than one plugin, and how 

you search the WordPress plugin database.  The database contains a host of free and paid plugins, so 

knowing what you absolutely need for your plugin, and what you are willing to give up is of great 

importance. 

2. While you can search for plugins using the “Add New” option on your WordPress sites Plugin page, it 

would be best to have a better directory to search from.  That directory can be found at 

http://wordpress.org/plugins/ 

3. Your requirement should be your search terms.  So if you want to edit user roles, a search option might be 

“user roles”. 

4. Now comes the difficult part, searching through the plugins for one that meets all of your “need” 

requirements.  Once you find one, preferably free, copy down the name because you will be using it soon. 

5. On your WordPress site, go to Plugins -> Add New 

6. Use the plugin’s name as your search term in the search box.  Find it in the results, and click its Install 

option. 

7. Now you can implement it into your code.  

 

Remember: Plugins do many things but you may still need to customize them to fit your needs.  

COMMON PLUGINS 

We will now look at some Plugins that are common to most sites and ways we can implement them into the site. 

The steps taken in this section are general ones and will change based on your needs and the Plugins you find and 

their functionality.  

The first Plugin is for the Contact us page. Because you can input HTML into your pages, it is possible to build a 

custom form yourself and place it into your site. By using a Plugin though, you will already have all the functionality 

needed for both the frontend and backend of your site, saving you time and headache when you forget that 

semicolon and spend 30 minutes trying to figure out why your site is broken.  

Once you have found a contact form Plugin and installed it, it is now time to implement it into your site. The best 

way to find documentation on how to do this is to look in the Installed Plugins and read the description about the 

Plugin. This will usually give you the information you need to get the Plugin working but you may also click on the 

link to the Plugin’s site. Here you can find information about trouble shooting and details about the build and 

design of the Plugin. 

Once you have the Plugin implemented on the Contact page using short code; it should look similar to figure 10. As 

you can see, there is a field for Name, E-mail, Subject, Website, Comments and a Captcha. You will also notice the 

* next to Name and E-mail that indicate a required field. 

http://wordpress.org/plugins/
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The next type of Plugin is a Google Maps 

Plugin that will go on the About us page to 

show where we are located. Using the 

same techniques as before, you will want 

to find a Plugin that allows you to input a 

static address that shows up when the 

page is loaded as well as some possible 

other options like the ability for a user to 

put in an address to get driving direction or 

an ability to show multiple location on the 

same map. Once you have found one, 

implement it and compare you About us 

page with figure 11. 

The final Plugin is a slide show Plugin. This 

type of Plugin will take images stored in 

the Media page and place them in a cycling 

slideshow on your pictures page. You will 

want to find a Plugin that grants will display 

at least 5 images with the ability to both automatically cycle them as well as the ability to cycle them manually. You 

will want to find some stock photos to upload first, these can be anything but if you are looking for ideas, you may 

find some pictures of the campus buildings as 

they are varied and easily found. Once you 

have uploaded the pictures, found an 

acceptable Plugin and implemented on your 

page, it should resemble figure 12, just keep in 

mind your pictures will probably be different. 

There are many different types of plugins and 

feel free to explore and implement some more 

into your site. Some ideas of other types of 

plugins could be a plugin that displays a picture 

along with a text description or sales data. This 

would work well for the product pages, but 

could also be used in the profiles of the 

different staff. You may also want to associate 

your site with a Twitter or Facebook account. 

There are many plugins for doing this as well, 

you just have to look. 

 

Figure 9: A simple Contact form 

Figure 10: Google maps allows you to show both aerial and topographical 

images of your location. 
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Figure 11: as this page site, you pictures should cycle through so you see them all. 

DEVLOPMENT TO LIVE 

This section will be completed once I have done this on a site and understand what I’m doing.  


