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Introduction 

 
This User Guide was originally written for clients of Interconnect IT's who had specified a website using 
WordPress.  Of course, what happened is that soon enough the guide was linked to and downloaded many 
times.  About a thousand times, which surprised us. 
 
Over a year's passed since then and there's been a lot of developments since.  WordPress is now up to version 
2.3.1 – and this guide covers that version.  While most of the document is valid to users of versions 2.0 
onwards, there will be certain differences you may come across – mostly it's all about more features.  For 
example, tagging only arrived in WP 2.3. 
 
Given all the changes, we decided to update the document.  We've also made it a lot more generic and useful 
for a wider range of users – from people who want to set up their own basic, static business site, through to pro 
bloggers.  It's not a complete book, but it's enough for most people.  We’ve removed some of the more 
advanced items that were specific to some of our customers, and we’re hoping to add a section to the document 
at a later date which will cover advanced techniques.  This guide’s first objective is to help you get your blog 
up and running as quickly as possible. 
 
What we won't cover is installing WordPress – that's well documented on wordpress.org, and if you wish you 
can go for a hosted solution on wordpress.com.  If you need help installing, migrating or upgrading your 
WordPress installation you should get in touch with us for a quote.  You'll need to contact us through our 
website's contact form at http://www.interconnectit.com/contact/  We may well add installation information at a 
later date, but time, at the moment, doesn’t allow. 
 
If you want further, personal training, we run both one-to-one courses here at our Liverpool base or in your 
office, or we have classroom courses where you'll be able to learn a range of WordPress skills – from beginner 
to advanced.  We may also be offering WordPress developer courses in the near future, if there's sufficient 
demand – simply get in touch to discuss what's happening, or subscribe to our newsletter to receive more 
information as and when available. 
 

Course Methods 
 
This course user guide is designed to teach people going from the basics to a reasonable level of fluency with 
using WordPress.  As such, we’ve used the project based method, where we take you through the process of 
creating a WordPress website using the standard supplied themes.  Our screenshots and usage all come from a 
locally installed WordPress theme.  We’ll be adding content on how to install WordPress at a later date – 
please check back regularly for details. 
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Using WordPress 

 

First Concepts 
 
WordPress has really moved the game forward for non-experts who want to maintain their own websites.  
Previously they had to either write their sites with clunky, proprietary site-builder software, or use expensive 
and difficult to learn packages like Dreamweaver. 
 
What WordPress also does is to make possible the building of a semantically structured (ie, with meaning) 
website or blog which makes the job of search engines easier.  It provides an excellent platform for building 
everything from simple blogs, to significant news platforms.  The biggest limit, usually, is the imagination of 
the developers and designers creating themes and plugins, and of the content writers. 
 

Great Things About WordPress 
 

1. It's easy to learn 
2. It's stable and relatively bug free 
3. It's used by millions of people around the globe 
4. It scales well – you could run a hugely popular blog on your site, with a hundred thousand visitors a 

day and WordPress will still be adequate – and it should still work on a single server… and even if it 
doesn’t, you can always balance the load across multiple machines 

5. It's simple, yet flexible – and developers love it 
6. It has a huge range of free and premium themes which can add functionality and style to your site 
7. It has a huge selection of plugins that can add new features and tricks to your site 
8. Once you’ve learned html, css and php you can extend the system to the max 

 
As you learn more about WordPress you’ll learn a lot about what it can (and can’t) do.  But work within its 
relatively few limitations and you have a powerful and flexible friend managing your website. 
 
But let’s just cover a few things WordPress doesn’t do well… 
 

1. It doesn’t have document versioning.  So you can’t have a document, edit it, and then realise you 
want to roll it back to a previous version.  Of course, most content management systems don’t do 
this either.  If you want that you’ll need something heavyweight like Plone. 

2. Workflow is unsophisticated and, because you don’t have versioning, won’t support any form of 
workflow on pages that have already been published.  You can either edit them live, or you can’t. 

3. Easy page and menu management – you can’t (yet) manage page orders and structures as easily as 
in some systems, which can be quite limiting in certain circumstances. 
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Getting Started 
 
When you get WordPress installed you won't have any content in your site beyond what comes as vanilla – 
which is a single category, a set of blog links you probably don’t want, and a page and a post.  All of this will 
need to be tidied up. 
 
So the first thing to do is: 
 

Log In! 

First connect to your website – during installation you will have set up a username  and 
been told of your password which will have been auto-generated.  If you lose it, you can 
click on “Lost your password?” and a new password will be generated and e-mailed to 
you.  You’ll need to change this to something more memorable.   Enter your details, 
select “Remember me” if your computer is secure and only used by you, and click on the 
Login button. 

 
 

Now you're logged in, you'll arrive at the Dashboard – a screen that gives a range of information 
about your website: 
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On here you can quickly go to writing a post, managing your site, your user profile, see which 
websites are linking to yours, WordPress news, and see comments that are waiting for 
moderation. 
 
There are ways to customise this page if, for example, you use WordPress in your Intranet and 
want it to hold information from your company sites.  Research on Google will teach you how, 
or Interconnect IT can do it for you. 
 
Depending on your user level you will have different rights once you're signed in – the exact 
rights you will have are covered further on in this document under 'User Rights'.  We’ll assume 
for now though that you have full administration rights.  In fact, in most cases people first sign 
on as ‘admin’. 
 

Navigating the Site Administration Pages 
 
If you’re creating content, managing links, and generally looking after your site, you’re going to be spending a 
lot of time in the back-end of your site, actively using WordPress.  So before starting, it’s important to 
familiarise yourself with some key concepts of the WordPress user interface. 
 
The first thing you’ll see, on signing on, is the Dashboard.  This has all sorts of links to WordPress news, 
announcements about the latest versions, and so on.  It’s worth keeping an eye on information here. 
 
At the top, you’ll notice a tab bar which shows the following sections – Dashboard, Write, Manage, Comments, 
Blogroll, Presentation, Plugins, Users, and Options.  More may appear if you have particular plugins installed, 
so you can’t completely rely on this schema, but you will generally find that most WordPress installs conform 
quite closely to this. 
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The way WordPress navigation then works is that a tab can have multiple tabs within it, for example, if you 
click on Write, you’ll see that the tabbed menu looks like this: 
 

 
As you can see, under ‘Write’ you have the option to Write Post and Write Page. 
 
When I describe a route to a section I’ll generally say something like “Click on the ‘Write’ tab, then in ‘Write 
Page’”  
 
Once you’re in the various tabs, all the important items will be there for you right away, but more advanced or 
handy features are often tucked away in small, expanding boxes.  To illustrate, here’s a few you’ll see in the 
Write Post tab: 
 

 
What you’ll notice is that they all have a + sign to their right.  Click the plus sign, and they expand: 
 

 
This allows WordPress to hide away a lot of options that may be unimportant to most users, but important to a 
minority – who can choose to make them show.  Your preference remains between sessions too, so you get your 
pages as you left them.  You can even drag these boxes around, putting them in a different order. 
 
We’ve noticed that sometimes the boxes don’t expand and contract correctly under Internet Explorer (fine on 
other browsers such as Firefox) but if you click away on a few it usually sorts itself out properly.  Or you could 
just change to a better browser! 
 

Adding and Editing Content 
 
And finally, we get on to what you’ve been edging to do all along, create some real blog posts!  And how to 
make them look great.  There are two options in WordPress – you can usual the Visual Rich Editor which is a 
little like using a cut-down version of a normal word processor, or you can use the more technical HTML only 
editor.  The latter is really designed for advanced users who want fine control of their content – as this guide is 
designed primarily for non-technical users we’ll stick to the standard editor. 
 
In the screenshots in this section you’ll see that we’ve already done some of the tasks that are fully described in 
the section Structuring Your Website – some people feel better in laying out their site structure first.  Others 
prefer to dive straight in.  Personally I’m all for laying out the site early, but I think if you’re following this 
guide as a bit of a course then you’ll want to do some fun things as quickly as possible! 
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Writing posts  

 
So go to ‘Write’ and the ‘Write Posts’ and immediately you’re confronted with the editor – let’s start – try 
filling in the form more or less as shown below: 
 

 
 
We’ve just entered a title, and a Post body.  There’s not a lot there, but if you now press Publish, and then the 
View link, you’ll see your site now looks like this: 
 

 
 
Fantastic!  A bit of content really makes a difference.  Of course, we’re not finished yet – there’s many ways to 
go back to editing your content, but if you’re already signed in and you’re viewing the page above you’ll see 
that there’s a link under each post that says ‘Edit’.  Click that link and you’ll be back to editing your post. 
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Pages and posts – the difference 

 
Before we start adding more content to your site, it’s important we have a clear understanding of the difference 
between pages and posts: 
 

Pages are usually those which have a static purpose in life.  For example, an about page, or contact 
forms.  They do not usually contain information about news items, for example, which are frequently 
added to the site.  Pages are generally defined so that they are always accessible from the front page.  
Some people build entire sites with just Pages – this is especially the case for sites with little need for 
dynamic content and is very popular with small businesses. 
 
Posts usually contain semantically and chronographically arranged information – for example, news 
reports, event results, and of course blog entries!  The semantic structure is defined by categories and 
tags, and whilst making it easy for people to navigate your site it will also help search engines to 
understand the content of your site and so improve the relevance of search results. 

 
If you go to Write and then Write Pages, you can write the static content of your site in almost exactly the same 
way as writing your posts.  There’s just a few key differences: 
 

1. You can’t assign tags to Pages 
2. You can’t categorise Pages 
3. You can’t post-date pages for an embargo or automatic later publication 

 
Adding Images to Your Posts 

Images really make a huge difference to how your website comes across – they add colour, information and 
depth.  They also help illustrate your information in a way that text alone can’t always manage.  The nice thing 
is, it’s easy to upload and manage images with WordPress. 

The first step is to resize your images to suitable dimensions for your web page – and sadly there’s no obvious 
standard – most themes offer a content space of around 550 pixels in width, but some give 400, and others 800.  
It’s worth bearing this in mind if you put full width images into your blog.  Here’s an example of how it could 
go wrong using just the two default themes: 
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In this first instance, where I’ve placed a magazine cover in the post and centred it, it fills the theme’s space 
quite nicely.  Everything looks good.  But then if I use a different theme for the site, it looks a bit lost: 

 

Sadly there’s no simple answer to this problem, other than to consider layout carefully when selecting images 
and themes.  If you like nice banner style images at the top of your posts, for example, then when you design a 
new theme with wider post areas (and they will  get wider as monitor resolutions improve) then the banner gets 
lost.  There are technical solutions, but you can guess that they’re neither cheap nor easy to implement.  
Ultimately your site will age and you’ll have to decide what to do with content designed for older layouts. 
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What we suggested is that you have key images centred on the site without text going around them, and minor 
ones located where you want them.  Design for the theme you’re using once your site goes live, and all will be 
well – the default theme were using for this guide has a space for images of 450px.  In the future you’ll find the 
solutions will be there for you.  If you need free software to help you with managing your images, consider 
looking up Paint.NET or The Gimp.  There are also various affordable cut down versions of Photoshop 
available and experienced graphic artists and photographers will already know which professional grade tools 
they favour. 

Uploading Files 

To upload your image, you simply click on the Browse button in the File Upload box below your post editor: 

 

This brings up the following dialogue box which will allow you to choose one file for upload: 

 

My preference, when trying to find images in particular, is to use the Thumbnails facility in the browser. 

You then select the image you want, and click the Open button.  Then enter a descriptive title for the file (used 
for Alt Tags – it’s important you fill this in) and some descriptive text which can also be used to add 
information about the file and which is used by some plugins to give captions to images. 

You then click the Upload button and will be faced with the following dialogue: 
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This now gives you a lot of options.  The Show section lets you choose how to Show the image or file in the 
content – as a thumbnail (beware if inserting files, they can’t all have thumbnails), full size, or simply the title. 

The Link To  section dictates what the shown item does – Link to a File and clicking the link placed in the 
content will open that file.  Selecting Page will take you to a page for the file, with the title and description, and 
selecting None will simply put the file inline with your content, but with no link – this latter option is especially 
useful for Full Size images. 

Once you’re satisfied with your options, simply click on the Send to editor button to have the file placed in 
your content at the cursor position. 

In this example, we’re going to place the image full sized into the content, with no link – the editor should now 
look like this: 

 

If you notice, we’ve also given the post a category of Editing. 

Now, you can see one problem here already – the editor’s a little smell.  Well you can make it larger!  You can 
either go into the options for WordPress (covered later in Managing Options and Settings) or you can simply 
drag the bottom-right corner of the editor window on the bottom right.  Let’s see how it looks with a touch of 
stretching: 
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Aligning and Formatting Thumbnails, Links and Images 

Now, place your cursor at the right hand side of the image, and type something about inserting images in your 
post, so you have something like this: 

 

You’ll see though, that this really doesn’t look too elegant.  The text is at the bottom right of the image.  It 
looks… cheap and wrong.  So you have two possibilities… press enter at the beginning of the text to move it 
onto a new line, or wrap the text. 

So you need to define how the image is laid out on the page.  For example, if you want to place the image to the 
left of a paragraph, with the text wrapping around it, you need to move the image by dragging to a suitable 
point and then click on the icon of a tree in the toolbar.  This will bring up the following dialogue: 
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Click on the 'Alignment' drop down, and select 'Left'.  The image will now be placed differently.  Or at least it 
should.  We’ve found that if you’re using Microsoft’s Internet Explorer (at least version 7) then it doesn’t 
always work correctly.  In Firefox and other browsers it works just fine.  If you’re forced to use IE at work, for 
example, and can’t install Firefox yourself, then you’ll need to contact your technical support team and tell 
them about the problem – hopefully they’ll then sort out your problems. 

The image should now look like this: 

 

You can also place the text to the left and image on the right.  Look: 

 

There’s a lot of options for alignment, and you should take the time to check out the effect of all of them. 
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You can also align the images as if they were text, so long as they’re separated from text.  In the example below 
we’ve broken the image away from the text and centred it simply by selecting the image, then pressing the 
centre button as if we were centering text: 

 

Centering an image can be a very attractive way to go, and saves you from worrying too much about using 
themes with wider content spaces in the future. 

Not all the options for aligning images and objects are suitable for many uses but can come in useful for 
captioning photographs and keeping them away from the text.  We've covered the three most important – Left, 
and Right wrapping, and centering solo images.  The best way to master this functionality is to actually use it. 

Adding Video Clips to your Posts 

Progress with regards to hosting videos has come on remarkably in the past 18 months or so, with YouTube and 
other video hosting sites out there.  It takes away the worry of delivering large amounts of bandwidth on your 
site, and helps provide a consistent way of delivering videos to the many different computer platforms out 
there. 

We’re going to describe inserting a video from YouTube here.  The principles are the same for rival video 
services. 

First, find the video on YouTube that you want to include.  Because of the terms of YouTube, you can insert 
anyone’s video onto your site.  Then, find the embed code – it should look like this: 

 

Copy this code, and then go to the editor in your WordPress site, create a new post called Using Videos, and 
this is the first time you’ll need the html tab on the editor so far.  Click it, move the cursor to the position where 
you’d like to place the video, and paste in the Embed code: 
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If you have other html code in there, such as images, be careful you don’t disrupt the code when pasting in your 
video code. 

If you now click back on the visual tab you won’t see very much.  Sadly this is a weakness in the system at 
present.  However, press save and if you now go to your site it should look pretty much like this: 

 

If, however, it looks like this: 
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Then you’ve messed up, and the copying and/or pasting has broken the html.  Delete the html you added and try 
again.  If you’re really stuck in doing this you may need to just start again with a fresh post.  If you’re still stuck 
after all this it may simply be time to get help from a friendly techie. 

Upload and Link – an easy way to include attachments in your postings 

Uploading attachments uses exactly the same process as images did – you simply do it with files that aren’t 
images!  Typical files like this may be MS Word documents, pdf files, and OpenOffice spreadsheets.  Mostly 
you’ll want to link to the file though, as there’s unlikely to be much of a thumbnail to use. 

And that's it!  It really is that easy to include attachments in your postings. 

Setting Posting and Page Options 

There’s a lot of options when you’re creating content about how that content is shown.  Let's break down all the 
different posting options  that are available to you on the right hand side of the screen: 

Discussion Allow Comments If checked, allows a visitor to add comments to the posting 

 Allow Pings This means that if someone links to the posting from another 
website using blogging software or software that supports 
pings, you’ll get this link appearing on your post, and a 
notification in your e-mail. 

Password Protect 
Post/Page 

 Enter a password here and the post can only be read by people 
who know this password, or who are signed in at the 
appropriate level. 

Post/Page slug  If you use certain forms of Permalinks (see in Administration 
for an explanation of this) this field allows you to give a name 
for the posting that will appear in the address for the post.  This 
can be useful for more 'pretty' linking and is attractive from a 
search engine optimisation point of view.  If you don't fill in 
this field WordPress will automatically generate a slug from the 
post title. 

Categories  Select the category or categories that best suit the posting. 
If you're signed in as Editor or Administrator you can also add a 
new category here.  This is only available in Posts, not in Pages 
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Post/Page Status Published When selected this means the posting is now visible to all 
visitors of the site. 

 Draft The posting is not visible to visitors, but is visible to the author 
of the posting, the Editor, and the Administrator – any of whom 
can change the status to Published. 

 Private This posting is only visible to the user who created it.  Even the 
administrator can't see it, although someone with database 
access will be able to view it, so use with caution. 

Post Timestamp Edit timestamp In order to change the timestamp of the posting you must check 
this box, otherwise all changes will be ignored. 

  If you future date a posting it will disappear until that date 
arrives – this is a great way of creating articles in advance.  For 
example, on the davesgonemental.com site there is a video of 
the week feature and these can be prepared in advance if the site 
owner is going to be away on the due dates. 
 
This feature is not available for Pages. 

Post/Page Author  If you're an Editor or Administrator you can change or set the 
author of a posting as reported by WordPress.  This can be 
useful for collaborative work. 

Page Order  You can set the order that pages (not posts!) are shown in your 
blog by assigning numeric values to this field – the pages will 
then be shown in ascending order of this number.  So the first 
page can be 1, the second 20, and the third 30.  Leave a little 
space between numbers so that you can add something between 
pages in the future – otherwise changing the order can be a 
painful experience at best. 

 

At the bottom of the Write Post you also have some additional fields: 

Optional Excerpt  Instead of a truncated version of your article appearing on 
search pages, some category views and so on, you can fill this 
field in and the system will use this text instead. 

Trackbacks  These are links to other entries on other websites, often blogs or 
news sites – it allows you to include references in your postings 
to other people's sites and informs the other site owners of your 
use of the link.  It's a great way of connecting related sites 
together though it can take a little getting used to. 

Custom Fields  Custom fields are often used for controlling the behaviour of 
specialist and custom built themes – for example, allowing you 
to choose a different look and feel for certain pages, or a 
position for a post on a front page.  It’s useful, but it’s 
dependent on the plugins and themes you’re using. 
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Roughly the same fields are available in Page writing, with some added and some removed.  You can't set a 
timestamp, a status, or a category, nor can you use the Optional Excerpt or Custom Fields values.  Once a page 
is written and saved it goes straight to the website.  This is why a page is only used for relatively static 
information and is not 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 introduces a 
navigational hierarchy.  Without this set your page will appear 
on the navigation bar – as the navigation bar has limited space 
you should not have too many pages without parents. 

Page Template  Your website's theme design may include templates – for 
example with contact forms.  Other forms – for example 
application forms and similar, can be designed in this way. 

Page Order  By assigning numbers to pages in this field, you can set the 
order of pages.  We suggest you use increments of 10 when 
setting page orders.  That way if you wish to insert a page 
between one identified as 10 and another identified as 20 you 
can just use the number 15, rather than finding yourself 
changing all the page numbers. 

 
 

Publishing Content Created by Other Contributors 
In WordPress you can have different levels of user.  From Subscribers at the bottom, through to Administrators 
with the most power, each one has different rights.  It’s beyond the scope of this document to teach you how 
you could manage an online magazine with this system, but we can give you some basic information. 

For more detail on setting up Users, please see the Managing Users section. 

There are for key levels to consider for this – Administrators, Editors, Authors and Contributors. 

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

As an Editor you'll need to be aware of drafts that are awaiting publication.  Usually the contributor should 
inform you that they've completed a document and, when you select Manage and Posts in the administration 
panel you will be able see a list of Other's Drafts: 
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You can filter the view down, to show only drafts, for example. When you select a draft you will be taken to the 
Write Post page where you can review the contribution, see the preview, edit it if necessary, and publish – just 
like it was your own post. 

You can also change the post author, should you require it, and any other details, including post-dating the 
article so it appears after an embargo, for example.  All you have to do is select Edit, change the details, and 
then press the Publish button. 

Structuring Your Website 
 
Now you know how to put content into your site, the structure of your site starts to become critical. 
 
One of the most important things to get right with your website is the structure of its content.  This can make an 
incredible difference to the usability of the site – do it well and users will be able to navigate your content 
easily and quickly.  Fortunately, with WordPress the navigation of your site will usually follow a fairly standard 
route and is pretty easy to set up. 
  
There are a few rules which it will help you to follow: 
 

1. Categorise and tag your content so that it's clear and easy to find without resorting to the search tool.  
For example, if the main source of traffic to your site is interested in your stories about knitting, then a 
category called knitting, along with perhaps some relevant tags against posts such as ‘crochet’ and 
‘machine knit’ could be the way to go. 

2. Resist the temptation to clutter your website with logos, affiliate links and advertising.  There’s 
nothing at all wrong with links and logos, but a sea of them is confusing and distracts people away 
from the main purpose of your site. 

3. Edit your content carefully for spelling, grammar and suitable content.  When you publish – whether 
it's within a magazine or on the internet you take a certain level of responsibility for the information 
you disseminate. 

4. The front page of your site should contain at least some information about what your and what you do 
– this can help not only site visitors to know what it is you're there for, but will also help search 
engines to find the content on your website.  Alternatively, you may want a dynamic blog style site, in 
which case in depth information can go into an about page, and a short précis can be placed in a text 
widget on the sidebar.  

 
To help you in this task, this document will take you through the creation of a website that helps train people in 
using… WordPress!  The website initially will be based around the default theme.  Later on we’ll go into 
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changing the look and feel of your site using Themes which can dramatically change your site without you 
having to do anything more than a quick install. 
 
 

Writing Pages and Getting Some Static Structure 

 
If you’re just playing, it’s easy to simply dive in and play around, but if you’re doing this work for a clearly 
defined business purpose you’ll need to consider, using pen and paper, how to structure your static pages. 
 
For this site we will want the static content, the pages, to contain the following items with these names – About 
| Interconnect IT | WordPress | Contact Details – the Interconnect IT and WordPress pages are About pages too, 
so they should be subordinate to the About Pages – we’ll cover that shortly. 
 
So – it’s already time to write your first page!  Click on Write and then on the Write Page tab: 
 

 
 
You then just need to give the page a title of about and write some content beneath it in the editor window.  
You’ll see that the editor window is actually rather like a simple version of Word, or the editor in online e-mail 
systems like Hotmail. 
 
Type in the title of your page – in this case ‘About’ and a little content about your website and why it’s there.  
For now don’t worry too much about getting clever with your text formatting, adding images and files and so on 
– we’ll cover the editor in much more depth later in section XXXXXXX later on. 
 
Once you’ve completed your About page, press the Publish button 
 
Once it's confirmed that the page has been saved, go to 'View site' (at the top of the screen) to see the result of 
your work: 
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You can see that the new About page has appeared in the right, but there are now two of them!  But don't worry 
– that's because the default installation of WordPress includes an About page that you now need to delete.  And 
it’s not difficult to do.  First you need to go back to Site Admin (in the right hand column, under Meta), then 
click on Manage, then the Pages tab: 
 

 
 
In this case, you’ll need to delete the earlier page – you don’t need it.  So under the Action column you’ll need 
to click on delete against the entry with the ID of 2 as highlighted above.  The later entry is the one we’ve just 
written. 
 
If you go back to your website’s page you’ll now see just the one About page.  Click on it and you’ll see the 
page you just created… 
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We’ll now create the first subordinate page to About – called Interconnect IT.  In there you can put some 
information about us, the providers of this guide.  You’ll also need to set the page hierarchy accordingly – so… 
back to Write | Write Pages we go in the Admin area: 
 

 
 
You’ll see that on the right we’ve opened up the Page Parent option box (you do this by clicking on the + sign 
on the right of it) where you can then select which page the one you’re working on will be subordinate to.  In 
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this case, it’s the About page.  Select this, write your content and then Publish the article.  You should now see 
your site looking like this: 
 

 
 

Exercises in Page Writing 

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

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

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

 
 

Creating your categories 

 
Once you've set up your static pages, you move on to the semantically and chronologically organised posts that 
your site will require.  You can always reorganise the categories at a later date, but that can be quite a tedious 
task as you will often need to recategorise each and every posting that is affected.  However, adding a new 
category is always easy and straightforward and can even be done while you create a post, though we 
recommend setting out your categories in advance. 
 
For the categories we're going to use we need to go to Manage and then Categories in the WordPress 
administration area.  For this site we want to create categories called ‘Editing’, ‘Comments’, and ‘Presentation’.  
As well as those, we want to create a subcategory of Editing called ‘Advanced’. 
 
To do this, go back to your site Admin and click on Manage, and then the Categories tab beneath that.  You 
should see something like the screenshot below: 
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As you can see, there’s already a category called Uncategorized which comes with the standard installation of 
WordPress. 
 
You now need to add a series of new categories.  It’s easy – simply go down to the box marked Add Category, 
and get started.  You have the following fields to consider: 
 
Category Name This is the nice, short name of the category.  Try to 

avoid length descriptions.  One or two words are best, 
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 you get 
to more advanced techniques you can leave this field 
alone.  It describes the permalink path to the category 
when the permalinks option in WordPress is set. 

Category Parent If you’re creating a subcategory, this allows you to 
define which category is a parent. 

Description Optional, but can be helpful – especially if you have 
multiple contributors to your site.  Explain concisely 
but clearly what the purpose of the category is. 

 
So go ahead and create the first three main categories - ‘Editing’, ‘Comments’, and ‘Presentation’. 
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Once you’ve created the three categories it’s time to create the subcategory of Editing called ‘Advanced’.  
Don’t forget to set the category parent: 
 

 
 
Click the Add Category button, and you should see a structure to your Categories like this: 
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You can also delete categories.  You can’t delete the category marked default.  It’s possible to change the 
default category by going to the Options | Writing page and setting the option marked Default post category. 
 
If you do delete any categories that have posts, the content will be reassigned to the Default Post Category – 
content will not be deleted. 
 
So – now that we’ve defined our categories, let’s see how the site’s looking: 
 

 
 
The new categories aren’t there!  But don’t worry – WordPress will only show navigation to categories that 
contain posts.  This is because an empty category could be confusing to visitors. 
 
I know you’re itching to start writing some blog entries, and you’re perfectly entitle to move on to Adding and 
Editing Content and come back to the next section if you prefer. 
 

Managing Links (Blogroll) 
 
Most websites run a links section.  With many it's simply a page or a post full of links and connections.  With 
WordPress you can do this, however, a more powerful feature is to use the proper link management tools.  In 
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WordPress this is known rather inelegantly as the ‘Blogroll’ although in earlier versions it was simply called 
‘Links’.  Which frankly I prefer.  In the administration panel, click on the ‘Blogroll tab' to manage your links, 
and the first thing you will see is this: 
 

 
 
 
 
As you can see, the initial installation is already populated with links.  They used to link to the personal blogs 
of much of the development team, but now they connect to useful WordPress pages.  If you’re not interested in 
any of these links, they can either be individually deleted, or they can be deleted en masse by selecting all, 
using the top right check box, or a group can be selected which can then be deleted by pressing the “Delete 
Checked Links” button. 
 
To add a new link, go to the Add Link tab and you’ll see a simple dialogue where you can enter the link’s 
Name, the Address that you go to, and a Description.  Add one to Interconnect IT’s site as below, click the Add 
Link buttong and then see how it looks on the website. 
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The website now shows the link in the sidebar: 

 
 
In the Add Link page you’ll have noticed that there’s a fair few expanding options boxes around.  Let’s quickly 
go through them: 
 

Link Relationship XFN 

 
This is still a slightly obscure, but increasingly important way to categorise the links on your website.  The 
technicalities are deep, but the important thing is that it allows search engines to understand the nature of links 
on your website. 
 
So, for example, you have a link to a friend’s blog… normally the search engines have no idea that this is the 
case.  So by using the link relationship you can specify ‘friend’ and the search engines then know that this 
linked site belongs to a friend.  At the moment it’s not used very much, but if people adopt this standard it’ll 
become increasingly important in today’s socially networked web. 
 

Advanced 

 

The advanced section allows you to do a little more, but may take a little more skill to work with, and are not 
commonly used: 

1. Image address – this allows you to specify the address of an image which can be shown 
alongside a link 

2. RSS address – this will show a link to the RSS feed of the website your linking to 
3. Notes – allows you to add more information about the link – it’s currently just for internal use 

and won’t be seen by visitors. 
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4. Rating allows you to rank a web link, which can be used to settle the order of links shown on 
your site 

 
 

Categories, Target and Visible boxes 

 
The Categories box allows you to choose the category of the the link, and you can even add new categories on 
the fly. 
The Target box defines the behaviour of what happens when the link is clicked: 

1. none – will open in the current browser window 
2. _top – if your design uses frames (and we hope it doesn’t!) then it’ll open the link in the 

topmost frame.  It’s unlikely you’ll use this with any decent design but it’s there for 
completeness 

3. _blank – will open the linked site in a new window – useful if you feel visitors need to 
stay at your site 

 
Link/Blogroll Categories 

 
If you have a lot of links on your blog you’ll want to categorise them.  You can add categories on the fly, when 
you’re creating the links, or you can go to the Blogroll Categories tab: 
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From here you can manage and delete categories, or create new categories. 
 
The category slug will be worked out automatically if you don’t use it, just like category slugs in the more 
normal content categories.  The description is for your own use, but could be useful for some plugins or future 
developments so we believe you should complete this. 
 

Moderating Comments 
One of the tasks an Editor or Administrator may do, so long as the 'moderate comments' option is switched is to 
check that comments that have been made against posts are suitable for publication.  We recommend you 
always select to moderate comments as otherwise you may find problems with people using the facility to 
advertise their companies – 'comment spam' as it's known. 

When a user posts a comment, they will be able to see their own comment and a line telling them that their 
comment is awaiting moderation.  You will receive an e-mail to the administrator's e-mail account advising you 
that a comment is waiting to be approved and you can click directly on a link within the email in order to 
approve the comment.  Once signed in you will be asked for confirmation – click yes and the comment will 
now be visible to all site visitors. 

You can also carry out moderation by going to Manage and then the Comments tab: 
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In the above shot you can see just two approved comments, and one grey one that needs moderation.  So select 
the Awaiting Moderation tab, and look at the list… 

Here you'll have a set of options which you can mark for each comment such as 'Approve', 'Spam', 'Delete' or 
'Defer until later'.  You can also edit comments to remove unsuitable words or information, and you can delete 
individual comments. 

 

You can mark all comments in one block as well – that's useful when you get some spam bots that cheerfully 
comment a load of marketing nonsense all over your site and needs to be deleted quickly.  Just press the links at 
the bottom of the screen. 

Once you've set all the options for each comment, press the Bulk Moderate Comments button and the changes 
will be saved. 

As you can see, the facility is designed to work with quiet and busy sites alike.  As some of the internet's busiest 
sites run WordPress the software has been well designed for this kind of use. 
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Dealing With Spam Comments 

One of the downsides of the web is spam.  And it doesn’t just come in e-mail form, it’ll arrive in all sorts of 
ways.  You’ll have contact form spam and, the worst for blogs, comment spam. 
 
Thankfully WordPress comes with a built in anti-Spam system called Akismet – it relies on users tagging 
comments as spam and that way it learns what’s good and what’s bad.  You’ll need to activate the plug-in, and 
for that you need to get an API key from WordPress.com.  
 
It’s relatively straightforward to do – first activate the plugin from the Plugins page: 
 

 
 

 
As you can see, you have a warning to enter the API key – follow the link and it’ll take you to the Akismet 
Configuration tab within the Plugins page.  Here you have a link which takes you to where you need to get your 
API key. 
 
This key may look something like d1948989de1 – simply input it in the Akismet configuration page and your 
spam problems will be eased: 
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Administering WordPress 

This section describes the range of tasks that can be carried out only by Administrators.  Depending on your 
relationship with ICIT you may not have access to these features as ICIT may be carrying out administration 
tasks for you. 

Manage Section 
The only extra facility that an administrator has in the 'Manage' section of the site, is Manage Files.  This 
facility allows you to edit files such as the stylesheets, php program files and .htaccess file.  However, we don't 
recommend that any files are edited in this way but should instead be changed on a local pc before upload via 
ftp.  If you need to change these files at all we recommend you consult with Interconnect IT or another web 
developer. 

Using this ability on a live website means leaving certain files or folders on your server open to changes (doing 
a CHMOD 777 in Unix parlance) and that means security problems. 

Managing Users 
WordPress has the incredibly useful ability to define different levels of users.  It doesn't have the level of power 
that you get with full content management systems where tens of pages of content are being created daily.  
However, managing users in a complex system can quickly become a full time job and the level of control in 
WordPress is usually perfect for the smaller organisation. 

You have five levels (roles) of user: 

Administrator The very highest level of user – the Administrator can 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 someone is assigned is Editor – even the 
administrator will find that the Editor level is adequate for most tasks while preventing 
the possibility of inadvertently making a critical change 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 content at all – a potentially 

dangerous facility!) 
• Edit published posts 
• Edit other contributor's posts 
• Edit pages 

Author Most people creating content through posts on the website will be Authors.  An Author 
can do anything a lower level of user can do as well as: 
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• Upload files 
• Publish posts 

Contributor A contributor really doesn't have a great deal of power.  Contributors can create and edit 
their own posts, but they can't upload images.  They can still insert images that have 
already been uploaded. 

Subscriber A subscriber can read content on the website and make comments.  Although depending 
on your settings for your site, it's possible for non-subscribers to make comments also. 

 

There are a number of tasks around users that you may wish to carry out: 

1. Update your own details 
2. Add new users 
3. Remove users 
4. Edit the details of a user 
5. Manage the content created by a user 

 
Update your own details 

To update your personal details, simply click on Users, then you will be placed by default into the Your Profile 
tab.  Here you can update your name, nickname, set your public display name and so on: 

 

Once done, just click on the Update Profile button at the bottom of the page. 

 

 

Add new users 

Adding a new user is straightforward – click on Users and then the Authors & Users tab.  Scroll to the bottom 
of the page where you will see a section titled 'Add New User': 
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Once done, you will need to change the settings for that user individually – look in section Edit the details of a 
user. 

Incidentally – you’ll notice that this screenshot shows that the WordPress version needs updating.  That’s 
because WordPress now warns you if there’s an update.  There’ll be a mention of that later in this feature. 

Remove users 

To remove a user, select Users, then the Authors & Users tab. 

In the box marked 'User List by Role' you will see a list of users and the roles which they have.  Select the 
check box on the left of the Username.  Further down you will see two option buttons – one marked 'Delete 
checked users.'  Select this, then press the Bulk Update button: 

 

You will then be asked for confirmation, as well as a request as to whether to delete all the posts and links 
belonging to the user, or to transfer the users posts and links to another user.  Be careful!  Delete all posts and 
all the content by that author will be removed from your website.  It's usually better, unless that user was filling 
your site with nonsense, to attribute their posts to another user: 
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Once you're satisfied with the selection, press the Confirm Deletion button.  Don't forget you can do this for 
multiple users. 

Edit the details of a user 

You may wish to simply change the role of a user, in which case, follow a similar process as above, in Deleting 
a user, but once you've selected the users to change select the “Set the Role of checked users to:” radio button 
and then choose a suitable role.  You can then press the Update button: 

 

You will not be asked to confirm the change. 

You can also edit other details of the user, including their Role, by clicking on 'Edit' next to the user 
information.  By doing this you will be taken to the Edit User page, where you can change any of the user's 
details: 

Resetting a User Password 

In the Edit User screen you can also reset a users password.  This is unusual, but occasionally necessary when a 
user has changed their e-mail address but not updated their details on your WordPress system and has then 
subsequently forgotten their password.  In that case you simply need to create a new password in the Update 
User’s Password box. 
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You’ll then need to inform the user of this new password, and they should then be encouraged to change it to 
something memorable for themselves. 

Manage the content created by a user 

One handy feature in WordPress is to see all the posts made by a user.  In the Users page on the Authors & 
Users tab you will see that in the User List by Role you have a number against each user in the Posts column.  
This shows the number of postings made by that user.  If you click on that number you will be taken to the 
Manage | Posts page, showing the posts as made by that user: 
 

 
 

Managing Options and Settings 
The WordPress software allows you to control many settings on your website.  Click on Options, and you will 
see six tabs.  Most options are clearly explained on the control panels, but for extra detail we believe you may 
find useful see below: 

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

Writing Here you can set the various options surrounding how you can write posts.  It also allows 
you to create a secret email address to which you can send new entries for your site – this 
can be good if you need to update the site from difficult locations or via a smartphone. 

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

Discussion Here you will set options relating to how people can make comments, for example whether 
the comments need authorising before showing on the site (advisable to prevent comment 
spam), the default comment settings for articles, and so on. 

Privacy You can set an option that tells search engines not to index your site.  This can be useful if 
you’re trying to keep a fairly low (but still public!) profile on the internet.  People can still 
link to you on their individual sites, but the search engines won’t. 

Permalinks Permalinks are a way of structuring your website so that the address to an article makes 
some sense to humans.  So instead of www.website.com/?p=101 the permalink could read 
www.website.com/index.php/news-feature as defined in the post's slug (created when 
writing, or automatically from the title). 

Miscellaneous In miscellaneous you can set the uploads folder and whether to organise uploads by month 
and year.  The other options are fairly advanced and beyond the scope of this document 
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You may also find other tabs appearing here which have been added by plugins – for example, some plugins 
have complex administration panels of their own and could appear here.  Other times they put their options in 
the plugins page, like Akismet. 

Managing Presentation 
In WordPress you have the easy facility to switch between different layouts for your site.  Select Presentation 
then Themes and you will see a list of available themes on your installation.  By default you get just two themes 
from WordPress, but many more can be added.  If you’re using WordPress.com you’ll have a choice of around 
70 or so themes, and the choice grows almost daily.  You can easily select your favourite theme simply by 
clicking on it.  The selected theme will then move to the top of the page and appear as the design for your 
website.  If you don’t like how your site looks – just try another theme!  There’s thousands to choose from, 
most of them free.  And if you can find something you like, give us or any other theme builder a call and they 
can do something custom, just to your liking. 

 

An expert can actually edit their themes from the Theme Editor tab.  However, we don't recommend it.  You 
may also find that your webserver configuration will prevent this as the ability to edit php code online is 
considered a security weakness – by default most servers won’t allow it.  It can be useful in some development 
environments, however. 
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Going Further 

A lot of what you do with an Interconnect IT provided website will improve with a little practice.  However, 
should you wish to learn quickly we can provide training courses at reasonable prices.  See our website at 
www.interconnectit.com for more information. 
 
Our WordPress training courses are available in a number of formats: 
 

• One-to-One intensive one day courses 
o These are popular because they can be tailored specifically to your own requirements.  

Sometimes we’ve even built a website together with a client in this way.  They then leave 
fully conversant with how to manage and update their website. 

• Classroom courses 
o We only run a few of these each year.  They’re for a limited number of students and tend to 

run over two days.  If you like, we can come to your offices to teach a number of people and 
you’ll be charged our usual day training rate, plus expenses. 

• Telephone courses 
o Usually shorter, but simpler.  These are good for people who understand the basics and really 

just have questions to ask. 
 
 
You’ll also find a lot of useful help on using WordPress online.  The following links could help: 
 
http://codex.wordpress.org/Main_Page The definitive resource for WordPress information, though surprisingly 
it can sometimes be out of date, or you can find yourself reading about features belonging to old, obsolete 
versions of WordPress, which can be awkward at times so do check 
http://www.tamba2.org.uk/wordpress/ Sometimes a little behind on things, but very comprehensive 
http://wordpress.org/support/ Forums offering help on WordPress.  Post new questions only after you’ve 
exhausted other options.  Also remember to be polite to the volunteers and people offering their help and 
advice here for free 
http://wordpress.com is an excellent place to set up a 100% free, fully hosted blog of your own.  If you’re using 
WordPress at work and a little fearful of making changes to a live site, why not set up your own ‘playpen’ here 
and see how you get along? 
http://www.georgetownprofessor.net/podblog/?page_id=47 are a range of video tutorials, for those who need to 
see things in action to get a proper feel. 
 

Need a Theme? 
You can find lots of themes at WordPress.org and by searching the internet.  Do be careful to only download 
from trustworthy locations – hidden code has been found in a few places and it’s not nice. 
 
We currently have a free theme of our own at http://www.interconnectit.com/category/zz-downloads/ and will 
be launching more in the near future.  We’re also soon to launch a premium theme package – watch this space! 
 

Any comments? 
We’d love to hear from you and know what you think about this guide, what improvements could be made, and 
on what we’ve missed.  Comment on its download page at: 

http://www.interconnectit.com/download-files/ 


