A beginner’s guide to the awesome Open Source
software that is WordPress.

Presented By: @Mayecrﬁatﬁ
DESIGN




Table of Contents

Lesson 1: Logging in and adding a user 4
Sub-Lesson: Logging in 5
Sub-Lesson: Add a user 5
Sub-Lesson: Summary of user roles 5

Lesson 2: Modifying common settings 6
Sub-Lesson: Change default email/page title/tagline 7

Sub-Lesson: Change global image sizes 7
Lesson 3: Editing custom menus 8-9
Lesson 4: Understanding the difference between pages and posts 10-11
Lesson 5: Pages 12
Sub-Lesson: Add a page 13
Sub-Lesson: Edit a page 13
Lesson 6: Posts and categories 14
Sub-Lesson: Add a post 15
Sub-Lesson: Add a new category 16
Sub-Lesson: Edit a post 16
Sub-Lesson: Customize screen options 16
Lesson 7: Editing text on pages and posts 17
Sub-Lesson: Formatting text 18
Sub-Lesson: When to use a particular style 18
Sub-Lesson: Common text formatting challenges 19
Lesson 8: Images 20
Sub-Lesson: Add a photo or PDF to your post 21
Sub-Lesson: Crop and/or resize uploaded images 22
Sub-Lesson: Edit/delete a photo on a post or page 23
Sub-Lesson: Add a photo gallery 24
Sub-Lesson: Edit/delete/add to a gallery on a post or page 25
Meet the Author

Monica Pitts

Chief Creative Officer, MayeCreate Design

Monica founded MayeCreate design in 2005. She considers herself a
creative web dork with the ability to speak geek and English. Raised in a
house of educators, Monica’s parents taught her to teach her way through
everything she loves. This book and our other online resources are her way

of educating MayeCreate clients and the public about all the awesomeness
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Logging in and adding a user
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Logging in
Admin login location:

User:

Password:

Add a user

W

mayecreate

Pazzword

Add new users so each person has their own login. This way when they post to the blog they will have their name listed

as the author by default. You can also limit user ability by choosing the level you assign to each user.

1. Under users click add new

# Mayecreate Design > 2 B

#* Dashboard User
Allin One SEQ
All Administrator
# Posts Bulk ActionsE Apply
Media [ Username
] bookings
|:| JeremyM

Formidable

Comments
[  mayecreate

Calls to Action [ MonicaP
J¥ Appearance
[ sadieT
A Plugins 2
e Users [ stacys
All Users
[ Tims

+ New

SEQO Gallery

Editor Subscriber

Change role to...

[=]

Change
MName

This is Fake - for events bog

Jeremy Morton

Monica Pitts

Maonica Pitts

Sadie Thibodeaux

Stacy Brockmgie

Tim Scheman

Add New User

First Name

Last Name

Website

Password irequimd]

Repeat Password reguire)

2. Fillin the fields and select a user level, each user must have a unique email address A

3. Click the add user button

Summary of user roles

vk wN e

Administrator - Somebody who has access to all the administration features

Author - Somebody who can publish and manage their own posts
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Contributor - Somebody who can write and manage their posts but not publish posts
Subscriber - Somebody who can read comments/comment/receive newsletters, etc

Editor - Somebody who can publish posts, manage posts as well as manage other people's posts, etc




Modifying common settings

5 Figuring Out WordPress Courtesy of: @M ayeCreate



Change default email /page title/tagline

When on this page DON’T CHANGE THE WordPress address (URL) or the Blog address (URL) if you el
do this your website will be broken and we will charge you to fix it. Go in peace and proceed! psers
. . Tools
1. Click on Settings
2. Type in your new default email in the o
E-mail Address field General Settings SEO
3. Type in the new tagline in the Tagline . — [Flliz
fleld ite Tite Mayecreate Desig HubSpo
4. Type in the new title in the Site Title Tostine L1 desanoomed i ks, MO MapPress
field - Gallery
WordPress Address (URL) bt f il . mEyECrERtE. Con
5. When you’ve finished editing click the
save changes button TeaD = (Gl
* E-mail Address info@mayecraale.com
Membership [ Anyone can register
New User Default Role Subscribser I;‘
Timezone Chicagn I;‘ UTCumeis 2818-91-14 19:55:38 Local tirme i 2814-84-14 13:55:38
TH < currently in standard Lime.

Da ing Lime beging on! March 3, 2004 1:80 an
Date Format (@) January 14, 2014
@) 20181114

(@

™) 140142014

(7) Custom: Fj,¥  january 14, 2014
Documentation on date and tirme formatting.
Tirne Farrmat @ 1:55pm
) 155PM
) 13:55

) Custom: gia 1:55pm

& Dashboard

Media Settings Wee Starts On Monday [

Allin One SEO )
Image sizes

T siesised below dermine e maimum dimensions npts o use when acing | MR

Posts

4] Media

Width 150 Height 150
Crop thumbnail to exact dimensions (nori

Thumbnail size

? Links
- Nly thumbnails are proportional)

Pages

Change global image sizes

Medium size Max Width 300 Max Height 300

Formidable

Comments

These sizes are to keep the site looking consistent

Large size Max Width 1024 Max Height 1024

ES Events

and make editing image size easy.

Calls to Action

Uploading Files

Appearance

Organize my upleads into menth- and year-based folders

& Plugins @

Apply the sizes when inserting images into posts.
1. Click Media under settings
~ 2. Type the dimensions in the appropriate

Save Changes

B Settings

fields, note image dimensions are in pixels,
on the web 72 pixels = 1 inch
3. Click the Save Changes button

‘ Media
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Editing custom menus
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Edit custom menus

Some WordPress themes support custom menus, menus that can be created by the website administrator and
consisting of his or her choice of custom links, pages and/or categories. Custom menus allow you to change the order
of a menu, create submenus or drop-down menus and have greater flexibility with your navigation menu. If your
theme does not support custom menus, this feature will NOT be available to you.

1. From the navigation on the left
select Appearance then Menus

2. Select the menu you wish to edit
from the drop down menu, click
Select. (a)

3. Add components to your menu,
by filling out the Custom Links,
Pages and Categories Panels and
clicking Add to Menu

4. Click Save Menu

Edit Manus Manage Locations

-
Home OuwiFamily Constiuction SmallBusiness Blog Contact

Get the job done right or don't bother
you deserve better. Partner with marketing
x| 0 ou like family and care about your
business like it's their own. Stop being a number.

Get your pride on.

We believe

This is a custom menu created from the example below.

Hame

Pages have formatted content already on them.

Iri“—————————:--l
Qur Family Page ¥ Wb Design sub iten
,V
Construction Page v » -
L
e —————————
_______ LAl Add to Menu l Web Design sub iten l
— e e o e e w
Graphic Design sub derm Page
Posts -
Custom Links Online Marketing sub item Page ¥
Categories Congalting s ter
ey sub e Page ¥ Categories group multiple posts. To add content
portlolo ub e frge ¥ to a category, assign posts to that category. This
T S feature allows you to link to a post category from
your main navigation.
Blog sub ifem
You can change the hierarchy of a menu by aiog
clicking and dragging a bar to a new position _ - -v
-
Coes  teemi 7]
e e e e )
Contact Page ¥
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Custom links redirect users to a chosen URL, so
you can add links to sites or pages that are not
part of your website to your navigation.



Understanding the difference
between pages and posts
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Understanding the difference between pages and posts

v
Home OurFamily Construction SmallBusiness Blog Contact

Get your pride on.

DESIGN WITH PURPOSE AND PRIDE FOR

@) CONSTRUCTION SMALL BUSINESS @)

MEET THE

2 A€

Page of Posts

v
Home OurFemily Construction Small Business Blog Centact

MayeCreale
CEsica

READ MORE

Strategic Services how has
focused & transparent envir

trustworthy,
nment...on the

READ MORE

New Division: When to Rebranc
1o Keep What You've Got

Slznning

and When

READ MORE

Pages are static and are not listed by date. Pages
do not use tags or categories. An About page and
a Contact page are the classic examples. Pages
may be organized in parent or subpages.

Posts are entries displayed on a page and are
primarily date driven. They can be listed in
chronological order on a page of posts. Posts
are organized by categories. A post is content
that you are constantly adding to. You may be
writing a series of articles on a subject. Very
simply, a WordPress post is just like an article
in a newspaper!

Single Post

T \
an _| Ifyouclick on a post excerpt

{ title or read more link on a page

2

& Home OurFamily Coenstruction  Small Business  Blog  Contact
MayeCreate

Why You Need a Website That Doesn't
Stink

Y ==Y

1 of posts it opens the single post /]
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Pages
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Add a page

A Mayecreate Design 3 2 4+ New SEQ Gallery

Dashboard pages Add New
All in One SEO

All Publish Drafts Pending | Private

Posts Bulk Actions E| Apply Show all dates E| All SEO Scores E| Filter

1 Media O Title Date ¥
7 Links ] Thank You 2014/0
Publis
Pages
Add New Page
Plan a Winning Website\- E-Book - Thank You - Draft 014/q
All Pages O 8 Enter title here
pst M
Add New
o edia | = orm
[C] Thank You For Your Interest e | 2 A . p1En
= rormidable BI=uE=" %22 his

1. Select Pages from the Ieftnavigat\ \

2. Either click Add New in the side menu, or Add New by the top header: pay/'
3. Inthe next window, you will name your page and enter your content.

Edit a page

4. Select Pages from the left navigation

5. Find the page you would like to edit
[] Workshops

6. When you roll over the page you would like to edit you can select _ _ _ ,
—> Edit | Quick Edit| Trash | Wiew

edit/quick edit/trash/view
Select the option best suited for your needs

[0 WhatWe Do

7. Make necessary changes

8. Click Update when you are finished editing
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Posts and Categories
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Add a post

Mayecreat

Dashboard

¥ Allin One 5EO

A Posts

All Posts

Posts

All{531) | Published (43
Bulk Actions |Z| Apply

[ Tide

| Sticky

[[] Untangling Communication With Your Designer

| Scheduled (3) | Drafis

Show all dates |Z| View al

1. Select “add new” from the posts section in the left-hand
navigation

| have no idea what button is which!

If you don’t know the name of a
FRMus=nxr 7

button, hover your mouse pointer

M 42 £
. [insertecitnk (Al + Shift + &) over the button and a yellow tag will
Why do Hackers Hack?
Media appear with the button name.
Links |:| Hacker Alert: Is Your WordPress Site at Risk?
S Whentouse HTML & Visualtabs " = = = — = = = = = — = =
ST [C] 8Telitale Signs Your Website Was Hacked HTML — Use when pasting code into a page such as a Google
Comments maps link. Or if you know HTML feel free to use this mode at all
1 Why do WordPress Sites get Hacked? - Draft
B Evencs times! !
/
Visual — Use this as the default editor style if you don’t know ,’
much HTML or are feeling lazy. I
/
2. Type the information in the text editor that you would like to post. Don’t forget thelitle! ,I
\
Add New Post q
. /1
Enter title here 'I
Permalink: http://www.mayecreate.com/2014/01/8029/  Edit , ~AE
\

07 Add Media

B I = U
BEC Q4 A~

= Add Form

— 1=

>

= ha=
::‘.'x‘x,ﬂ‘\

14

Publish

Save Draft Preview
9 Status: Draft Edit
@ Visibility: Public Edit

il Publish immediately Edit

SEO: @ Check

Move to Trash

Categories

All Categories  Most Used

[[] Events

[0 Featured Slider

[ Home

[[] Home Advertisement
[£] Home Sass Headers
[ 1dentity Design

[ 1dentity Work

[[] Portfolio -

i

+Add New Categol

In this big white box is where you put the awesome stuff you’d like in your post.

I— 34 o= Paragraph = Font size - E @ % = w

Select the Category you would like to post to, or leave
uncategorized

Click Publish to the right when you are satisfied with the
information you have entered
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Categories Add a neW Catego ry

All Categones  Most Used

Use categories to organize posts for easy retrieval and consistent organization for

O Announcenents

1 Current Research VieWerS.

O Mamber's Announcaments

O Researcher Bios 1. Under Add New Category, enter the category name you would like to assign posts
to

2. Click Add New Category
3. To place existing posts into new category edit the post and reassign the category or
e add to multiple categories

— Parent Catagary — "

Addd Mew Categony

Edit a post

1. Select the Posts section in the left-hand
navigation

2. When you roll over the post you would like to
edit you can select edit/quick edit/trash/view =~
Select the option best suited for your needs

3. Edit the post

4. Upon completion select the blue Update
button on the right (where it previously said “Publish.”)

] 5 Reasonsto Show Up for Our Open House October 7th at 5.

] Lunch & Learns
Edit | Guick Edit | Trash | View

O Community Foundation of Central Missouri

Customize screen options

1. Inthe upper-right hand corner you need to click

Screen Options —_—
2. Check the fields you would like to see in your editing | > Screen Options Help

screen, and uncheck the fields you would like to

ignore \

+ New Howdy, mayecreate .

Show on screen
Featured Articles Lite Single Post Template  [[] Festured Content Slider Options  [[] MapPress  [[] HeadSpace WordPress SEO by Yoast  [[] Google Maps for WordPress  [[] Excerpt  [[] Send Trackbacks
Custorn Fields [ Discussion [0 Slug Author [ All in One SEO Pack Categories ] Tags Featured Image

Screen Layout

Mumber of Columns: ®1 @2
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Formatting text

] If you don’t know the name of a button, hover your mouse pointer over the button and a yellow
&+ tag will appear with the button name.

§
Insertfedt link (Al + Shift + &)

Use the styles in the formatting section please.
You will not be able to see exactly what the styles look like as you apply them. You’ll need to update the page or post
and view the styles on the public site.

O Add Media | = Add Form

B I w U&=££ = 3 ]
BE ¢ O5 A-© x x. HN # @

...
e
(L
hli

q A = ::' $4 .= Paragraph = Fontsize ' |E - = \i’f

If vou want the text to be formatted in a similar fashion to the rest of the site use the styles in the format drop down menu.

Why would you do this? To keep the site looking professional and consistent, use additional styles sparingly.
To do this, highlight the text you want to change and then choose the appropriate style from the drop drown.

When to use a particular style

o Heading 1: Don’t use this style please, it is generally used for the page title. Using it more than once confuses

browsers because it doesn’t designate one item as the most important information.
e Heading 2: This is the second largest heading on your website
e Heading 3: This is the third largest heading on your website. Use this in places where you’ll have subheadings

with sub-subheadings, example:

1. Heading2
a.Heading 3 (subheading)
1. Heading 4 (sub-subheading)

e Heading 4: This is the third largest heading in your website
o Heading 5: Use liberally throughout to notate subheadings
e Bold: Make important text in a paragraph bold
e DON’T UNDERLINE THINGS!!! It makes them look like a link. Instead make them bold or change the text color.
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Common text formatting challenges

18

Challenge: Everything is formatted like the header but | want just the header to be fancy and the rest of the text
to be normal!

Solution:

1. Select all of the formatted text and choose Paragraph from the format drown down
Put your curser after the header and hit enter
Highlight the header text and chose the desired style from the format dropdown
Click update
Go to the respective page on the public site to view your changes

ukhwnN

Challenge: | changed the style of my text and | can’t make it normal again!

Solution:
1. Highlight the offending text
2. Determine if you’ve applied a paragraph style or styles (to do this look at the styles and paragraph drop
downs, the styles applied to the text are shown on the respective styles/paragraph drop downs.)
3. Click on the appropriate paragraph or styles drop down and click on the first option available either
paragraph or styles

0y Add Media | = Add Form
Challenge: | copied and pasted my text from Word and now it looks

crazy. B I # Y = E =2 = 7
fn\ -
(n Q& A-©® % x
Solution: This is happening because the styles you applied to the text _ # ~ ~
in Word are being applied to the text in WordPress as well. <7 -

a. [ Use Paste as Plain Text if you
wish to remove all styles and
formatting except paragraph
returns.

b. Use Paste from Word if you wish
to maintain your headers and
bulleted list formatting.

Unfortunately the styles in Word are not always accepted in HTML.
So it’s best to remove the styles and apply WordPress approved
HTML styles. To do this:

1. Delete the text you've already entered into WordPress.

2. Open the Word document holding the original text and

copy the desired text
3. Click the Paste from Word or Paste as Plain Text button
4. Paste your text in pop up box and click Insert.
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Images
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Add a photo or PDF to your post dEE

1. Select the post you would like to like add an image or PDF to B T s 11 S
Click on the Add Media button

3. Click the Upload Files button in the top left of the pop-up window
4. Click Select Files or drag your files from your computer into the pop-up window. To select more than one file at
a time using the Select Files button, hold down your control/open apple key and click on additional files.

Select Files

5. Choose the display settings (not all of the settings shown will be available for PDFs)

ATTACHMENT DETAILS If you click Edit Image, you will be directed to a new
I blogLipg window where you can rotate, crop and scale the
December 20, 2012 . . .
a1 % a1 image. For instructions on how to use these features,
gt i
R Edit Image < see the next page.

Delete Permanently

A

Tille  blogt Choose a file name
Caption S Caption displays below the image
Alt Text
Description

ATTACHMENT DISPLAY SETTINGS

Alignment | None s

7 N

LinkTo  Maone v If someone clicks on the image what should happen?
Size FullSRe—91 %91 v Nothing (None), open the file (Media File), open the
file in a page (Attachment Page) or link to a different

page (Custom URL).

Insert into post

6. Click Insert into Post

7. If you add multiple photos to a testimonial/post the first photo will be the only one that will display in the post.
If you click to view that post on its own page it will show all photos that have been uploaded.

8. Upload all images as thumbnails. Formatting has been put in place to avoid distorting the image
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Crop and/or resize uploaded images

1. Click on Media in the left sidebar.
2. Select the image you would like to crop or resize.
3. Click the Edit Image button below the image thumbnail.

GrandparentsUsingTablet

Permalink: http:/fwww.mayecreate.com/2014/01/7-signs-you-need-mobile-website/grandparentsusingtablet/ | Edit || Ge: Shortink

& B 8

proportionally scale the
original image. For best results the
scoling should be done before
performing any other operations on it
like crop, rotate, etc. Note that images
can only be scaled down, not up.

Original dimensions 837=506
837 X 506

Image Crop (help)

Aspect ratio:

Cancel Save

Selection:

4. Toresize the image, click Scale Image
in the top box. Enter the new -h: g I-EI 'E' n:u
dimensions and click Scale. Images
should only be scaled to a smaller size.
Otherwise the image will become
blurry.

5. To crop the image, click and drag your
curser over the photo to select the
part of the image you would like to
crop, then click the Crop Tool Button.

6. From this screen, you can also rotate
or flip the image using the buttons
above the photo and edit the image

Jn.l’l'
184 g

o
S
=
’

)
i |

-
A

information.
7. When you are done editing, click

Update. Cancel

st BT,
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Edit/delete a photo on a post or page

1.

22

4. When you’re satisfied with your

Click on the image you would like to edit
Click the Edit Image icon or Delete Image icon, if editing ~——
proceed to step 3
Format the image as desired:
a. Change the size by selecting a new image size on the
slider, note that once the changes are saved the image
cannot be made larger this way; you will need to click

on the Advanced Settings tab and click the original size button

b. To add space around the image so words are not touching it:
i. Click on the Advanced

Settings tab

\

ii. Typethe number 10in
the vertical space and

horizontal space fields. Size .
c. To add a border around the 1305
image type a number in the e
border field, note that 1 will Lz
90%

Good Graund
for Geds Harvesr

result in a thin border, any

numbers greater than one will

result in a thicker border
formatting changes click the Update Advanced I
button

. Source
To save your post or page click the blue
) Size Width X436

Update button on the right

55 Class alignleft

Styles

Image Border

properties

Edit Image Advanced Settings

age Settings

Loren ipsum dolor sit amef

‘ enim. Mi cursus at a moll

et felis id tempus Morbi

In malesuada et sociis ci
convallis ipsum 3uspendidg
laoreet ante Suspendisse
| sSem at Curahitur lorem ef]
habitant Nunc Sed Vestib
sagittis nec elit Jed. Cd
loren molestie turpis am

Fusce sed pede Nam nunc

risus welit libero natogqge

congectetuer velit pretium euismol
5 senectus id arcu gravida quis ur
pauris tincidunt enim In mauris. Pef
enim loren adipiscing ipsun consel
hoidunt tempus pellentesgque cursus
Ee. Risus In ac gquis ut Iunc conval
flan. Aumet amet urna condimentum Ves|
cursus. Sodales tortor fermentum 1]
lum. Ut lorem In penatibus libero i
hdimentun eget Vivawus wel consecte|
[t tellus id. Condimentum wel ridicuyl

odales eros tempor. 3it lacus macmal

¥ ht '//mumf.org/wpfcm1tent/uploadsL012/08/ MUMF_AR11web-icf

Height 386

p-image-1078

Original 5ize

Vertical space

Horizontal space
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Add a photo gallery

Photo galleries are for when you want to display a group of thumbnail images on a page
1. Open the post /page you would like to add the gallery to
2. Click Add Media
3. Click Create Gallery in the top left of the pop-up window
4. Upload files and/or click to select photos to add to the gallery

7
'

V4
To remove an
image from your
selection, sect
the image,
hover the
checkmark and a
minus symbol
will appear. Click
it.

Description

Upload Files  Media Library
________ —
g S
Images B = \|
e == ATTACHMENT DETAIT
4 "N o
| Degert.jpg
- « . o0
e W a , . e
| . il | EditImage
1 Delete Permanenthy
1 to promise to b1 |
\ |
| Title | Desert
I Caption
|
|
1 Alt Teut
I
|
|
\

5 selected

Clear

5. When you are done adding photos, click Create a new gallery

6. Inthe Edit Gallery window that appears, reorder the photos

by dragging and dropping them, clicking the Reverse order

button or checking Random Order in the Gallery Settings

7. Inthe Gallery Settings, select how many columns your gallery
should display and what it should link to

Drag and drop to reorder images. GALLERY SETTINGS

Link Tn  Aftachrment Page s

Columns | 3 @

Random Crder [

Nk Jr';fd

Insert gallerny

8. When you are done, click Insert Gallery
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A
To edit the

details of a
photo in your
collection, click
itin the list
across the
bottom. Then
edit it in the
right half of the

—» Screen.

g Media File:
opens the file

Attachment
Page: opens the

\_ file in a page



Edit/delete/add to a gallery on a post or page

1. Click on the gallery you would like to edit
Click the Edit Gallery icon or Delete Gallery icon, if editing \

& &2

-
I
i
(il

proceed to step 3
3. Inthe window that appears, choose Edit Gallery to edit the
photos already in your gallery OR Add to Gallery to add more

images to your gallery — you will have the same editing

capabilities as when you were creating the gallery

Edit Gallery

«— Cancel Gallery

Reverse order

Drag and drop to reorder images

Edit Gallery

Add to Gallery

Link Ta

3w

O

GALLERY SETTINGS

Attachment Pane

Columns

Randaorm COrder

4. When you are finished making edits, click Update gallery
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Considering MayeCreate?

Contact us for a free initial consultation to talk about
your new website.

573-447-1836

info@mayecreate.com

WWW.Mmayecreate.com
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