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INTRODUCTION & WELCOME 

WordPress is a powerful package of software that lets anyone, regardless of technical know-how or 

experience, create a fully-functioning, professional-looking website. Once the haunt of hobbyists and 

bloggers, WordPress has now evolved into a powerful and sophisticated web platform that supports a 

host of features for DIY webmasters. 

WordPress is now actually used by some of the major players on the Internet as a complete Content 

Management System (CMS). Think CNN, The New York Times, About.com, TechCrunch, the US 

Post Office, Ford Motors etcéAnd, in addition to the experts, millions of ordinary people around the 

world now use WordPress as their platform of choice to get a presence on the web. 

Whatôs so special about WordPress? 

¶ WordPress is free 

¶ WordPress is WYSIWYG (what you see is what you get) 

¶ You donôt have to buy any special software to use it 

¶ You donôt need to know HTML, PHP, Javascript, MySQL or any other coding language 

¶ WordPress is stable and is maintained by experts 

¶ If you can type and use a word processor, you can build a WordPress website 

WordPress is wonderful, but it has a reputation for being difficult. This is, in part, due to the 

documentation. WordPress was originally written by programmers, for programmers, and the 

instructions (ócodexô, as itôs termed) are often written in tech-speak and seem to assume that you 

know what they are talking about in the first place. This has improved in recent versions, but it can still 

be a challenge if you are not a fully paid-up techie. 

I know all this. Iôm a computer programmer myself. I actually am a techie (and proud of it!) but I can 

also write plain English and, in this tutorial, I will just concentrate on the basic essentials and ignore all 

the complications that you donôt need to know. I will, hopefully, demonstrate to you that you donôt 

need to pay anyone to set up a WordPress website for you: you can do it yourself via this tutorial. 

WordPress doesnôt reside on your computer: rather, you install it on a remote computer where you are 

going to host your site. Then you build your website, bit by bit, online, using the interactive WordPress 

user interface. Itôs easy, and after a short while, it becomes intuitive. 

This tutorial will walk you through the process of creating your own website using WordPress, on a 

domain of your choice. 

domain hosting website 
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WHO THIS TUTORIAL IS FOR 

I have written this tutorial for people who have never used WordPress and who might have been put 

off from doing so because of its perceived inaccessibility. I hope to demonstrate that isnôt difficult and 

that anyone with a keyboard and an internet connection can now construct a professional-looking 

website. 

There is also another group of people who will find this tutorial useful: those who have used 

WordPress in the past, perhaps as a blogging platform, but who have not kept up to date with 

WordPressô recent enhancements. The recent releases of WordPress from version 3 onwards contain 

some very robust and sophisticated developments which greatly increase its power and actually make 

it an easier way to construct a website than the traditional method of coding old-style HTML pages. 

HOW TO USE THIS TUTORIAL 

WordPress is a huge topic and there is quite a lot of material to cover ï but, as I have already stated, 

there is also a lot of stuff that you can safely ignore, at least, when you are starting out. I have 

designed this tutorial to pick a way through the material and concentrate on the essential steps to 

getting a working website up and running as quickly as possible. 

Lessons 1 ï 5 cover the basic groundwork that you need to complete to get your WordPress website 

off the ground. You will only need to do these steps once and, when you have completed these 

lessons, you will have an óemptyô website ready to populate with your content.  

Lessons 6 ï 15 take you through the process of personalizing your website, adding your content, 

creating a sound navigation structure for the site and completing the additional functionality to make 

your website look like it was created by a pro. When you have completed these lessons you will have 

a professional looking website that you can use and develop however you want. 

Lessons 16 - 20 are additional, optional, lessons covering topics that you may (or may not) need, 

depending on where you are starting from and where you are going to. I explain in each lesson who 

the material is for and why you might need it, or not. 

To use this tutorial, go through the lessons 1 -15 one by one, in order, and follow what Iôm doing. Iôll 

say where you can skip a lesson, where appropriate. Donôt worry too much if you donôt understand 

why Iôm telling you to do something ï just do it and, eventually, it should all click into place.  

Letôs go! 

Sarah McHarry 

 

Note: This tutorial is current for version 3.2 of WordPress  
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LESSON 1. GET A DOMAIN AND HOSTING ACCOUNT 

This is the first step to getting your own web presence. But if you already have a domain and hosting 

account you can skip this lesson and go on to Lesson 2. 

Why do you need a domain and a hosting account when you can get a web presence for free ï like 

on Squidoo or blogger.com? The answer is that, with your own domain and private hosting, YOU 

OWN THE WEBSITE, not anyone else. You can do what you like with it and no-one can tell you what 

you can and cannot do with it and no-one can take it away from you. Youôre the boss. Itôs not free but 

the cost is minimal compared to the advantage of having your own, unique website that you can make 

into your very own brand.  

Your domain name is your unique web address and itôs what people will type into their browser to 

reach your website. So itôs a good idea to make it a name thatôs easy to remember and easy to spell 

and that tells people what your website is all about. So what sort of domain name should you have? 

Ideally, you want the domain name to indicate to people what your site is all about. It is better to have 

a domain like howtokeepchickens.com rather than joebloggs.com because it spells out to your 

customers, and the search engines, precisely what your site is about: for example, keeping chickens. 

Thatôs going to make it easier for people to find you in the search engines. And a meaningful domain 

name will help when you get into search engine optimization (SEO). Thatôs a topic weôll discuss briefly 

in Lesson 18. 

In practice, you may find that most of the obvious domain names in your niche have already been 

taken so you need to do some research about what domain names are actually available. What I do is 

to head on over to http://www.godaddy.com where you will find a handy search tool on their front 

page. 

Type in the domain you have in mind and search to see whether it is available. I recommend that you 

stick to .com or .net domains because I think they are more universally recognized, but if you want to 

go for, say, a country-specific domain extension, thatôs fine. I also recommend that you have a 

maximum of only one hyphen in the domain name, and preferably none. 

If the domain you want isnôt available, keep trying variations of it until you can find something suitable 

that is available. You may need to be creative, but keep it simple and just try to get a punchy domain 

that is as specific as necessary to describe what your site is all about.  

DONôT BUY THE DOMAIN FROM GODADDY because, if you stick with me, youôll get it for free. 

OK, letôs get started. Iôm assuming that you donôt already have a domain or a hosting account and Iôm 

going to take you through the process of doing this via the hosting company that I use and 

recommend. 

  

http://www.godaddy.com/
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Bluehost is one of the best and most 

reliable services that I have used and 

they have the added advantage for us 

webmasters in that they have a 

completely automatic script for installing 

WordPress websites.  

AND they offer unlimited add-on 

domains, which means that if (when!) 

you ever want to start another website, 

you can host it on the very same 

account without paying any extra.  

Also, if you use the link below to create 

your account, your first domain registration is free as it comes bundled into the price! 

So, go to http://www.bluebloghost.com and click on óSign Up Nowô on the main screen. You will need 

your credit card for this stage but, I promise you, this is the only place in this tutorial where you 

actually have to spend any money.  

Youôll be passed to the next screen where you enter the domain that you just chose and click on óAdd 

Privacyô (which protects you from spammers and comes free with Bluehost ï another good reason to 

choose them). 

Click on óNext >>ô to proceed. If your domain is not available, go back and try another domain name. 

On the next screen, enter all your contact information, select the length of the hosting plan you want 

(3 months ï 2 years) and complete the purchase process. As youôll see, the longer you sign up for, 

the cheaper it gets, but this is your call. When the plan is due for renewal, Bluehost will attempt to bill 

your credit card again. 

When all is finished, exit from Bluehost and check your email. Youôll receive an email from them with 

your account sign-in and password. Itôs a good idea to keep this email (or even print it out) so that you 

have a record of your hosting details. 

And thatôs all there is to it; youôve got a domain and hosting account ready to start building your 

website! 

In the remainder of this tutorial Iôm going to take you through the creation of a WordPress website 

using my practice domain googview.com. (OK, I know this isnôt a particularly meaningful domain name 

but itôs one Iôve got for playing around with and itôs fine for demonstration purposes). 

Lesson 2 assumes that you are starting out with a Bluehost account and that you donôt have the 

WordPress software installed already.  

If you have hosting with a provider other than Bluehost and they have cPanel, look for a tool called 

óFantasticoô if they donôt offer SimpleScripts. If they have Fantastico, skip Lesson 2 and go to Lesson 

16 instead and install WordPress from there. 

If your host does not have cPanel, then enquire from their support how you can install WordPress and 

follow their instructions. Then come back and join me for Lesson 3.  

http://www.bluebloghost.com
http://www.bluebloghost.com
http://www.bluebloghost.com/
http://www.bluebloghost.com/
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LESSON 2. INSTALL WORDPRESS 

 

What weôre going to do now is install the WordPress software on your domain and hosting account. 

The good news is that you only have to do this once, so just get through this step and youôre on your 

way to a great website! 

So, firstly, log in to Bluehost with the username and password that they emailed to you.  You will be 

passed on to the cPanel interface. This is where you access all the resources and services that 

Bluehost provides for you. 

, 
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Donôt be put off if all the icons look rather intimidating because youôll probably never need most of 

them. Just be aware that thereôs a lot of stuff here that you might want to explore one day when your 

website is up and running. 

What weôre going to do first of all is to use óSimple Scriptsô to install a WordPress website on your 

hosting account. One of the advantages of Simple Scripts is that it will install the latest version of 

WordPress, something that the alternative tool, Fantastico, does not always do. And, trust me, 

SimpleScripts saves you a LOT of time compared with the original way of installing WordPress which 

involved downloading the files from WordPress, FTPôing the files over to the hosting account, creating 

a MySQL database, configuring PHP files, risking a nervous breakdown etc. 

So, scroll down the cPanel screen to find the óSimple Scriptsô or óWordPressô icon under 

óSoftware/Servicesô. 

 

Click on either of these and youôll be passed a page where you click on óInstallô. 

 

Youôll then get to the page where you will begin the installation of WordPress: 
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To see the page like this, first click on the óAdvanced Optionsô checkbox. This will expand the options 

and enable you to set your own password instead of SimpleScripts allocating a random one. Now, fill 

in this page as follows: 

First, under Step 1, select your domain from the drop-down box under óWhere would you like 

WordPress installed?ô 

Then, under Step 2, give your website a name. This is the title that will appear at the top of your 

website. Donôt worry too much about this right now because you can change it later. Add a username 

and password, which is what you will use to login to maintain your website. Make sure that 

óAutomatically create a new databaseô is checked. 

Finally, under Step 3, check the box next to óI have read the termséô and then click on óCompleteô. 

And SimpleScripts will install the WordPress software on your domain while you sit and watch. It will 

take a minute or two, maybe, but it wonôt take long. 

You will receive an email confirming your installation and reminding you of the username and 

password you just entered in. Again, keep this email for future reference. 

Congratulations ï youôve got a website!  
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LESSON 3.  ANATOMY OF A WORDPRESS WEBSITE 

There are many options available to you in the look and feel of your website and, throughout this 

tutorial, we will gradually put all the elements into place. But, before we go further, we need to keep in 

mind what the typical layout of a WordPress website looks like: 

 

The programmers who have written the WordPress software have written all the code that makes 

these elements hang together without you having to lift a finger. All you have to do is decide what you 

want your website to do, what you want it to look like and how you want it to function. 

WordPress óthemesô provide the design of your website: its look and feel, color scheme, fonts etc. 

Weôll look at themes more closely in Lesson 6 but here are some preliminary notes to keep in mind. 

Most WordPress themes (designs) conform to the basic layout above (more or less), although many 

of the elements are optional and need not appear at all. For example, many themes do not include a 

graphic header but those that do will usually let you omit it, change it or upload your own graphic. 

Some themes donôt support a horizontal menu bar. There is a wide choice of themes which have only 

one sidebar, either on the left or on the right, while others provide two sidebars together on the right 

or left. And there are many, more complex, themes that enable you to construct a magazine-type or 

photo-gallery-type website. 
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And see where it says ówidgetô on this diagram? Thatôs what you slot in to make your website function 

how you want: widgets can provide navigational links, references to external websites, Adsense 

blocks, banners, images, and a whole lot more. I will explain ówidgetsô in Lesson 12. 

WordPress provides a default theme for all new installations. If you visit your new domain now (type 

your domain name into your browser window), youôll see something like this (although the picture may 

look different): 

 

This is the óTwenty Elevenô theme which you will see exemplifies very well the template diagram 

above. It is a simple, stable theme that I will use (at least to start off with) to illustrate these lessons.  

If you havenôt done so already, it would be a good idea to sketch out on paper roughly what you want 

your website to look like and how you want it to behave so that, as we work through the tutorial, you 

can be putting your design into practice.  
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LESSON 4. REMOVE WORDPRESS SAMPLE CONTENT 

As well as providing a default theme, WordPress also provides some sample content which is not very 

useful and which weôre going to make a start by removing. Hereôs where you begin to make the 

website your own! 

First, login to your website by typing the following into your browser: 

http://yourdomain.com/wp-admin  

(where óyourdomain.comô is your actual domain name. In my case this is googview.com) 

Youôll see the familiar WordPress login screen. Enter your username and password that you chose 

when you installed WordPress with Simple Scripts and click óLog Inô. 

Itôs a good idea to bookmark this login because youôll be 

using it a lot. 

Once you log in youôll see the 

WordPress dashboard, which 

is where all the behind-the-

scenes action takes place. 

Weôre going to be using the set 

of dashboard drop-down 

menus which always appear on 

the left-hand side of the 

WordPress screen.  Whenever 

I say ófrom the dashboardéô I will be pointing you to click on one of 

these menu items.  

As you may know, WordPress was originally conceived as a blogging 

platform and a few of its features echo that usage: in fact, WordPress 

still is a very good blogging platform - but weôre going to want to ignore 

some of that stuff because we are going to build a website rather than a 

blog. 

Just to get the feel of the dashboard, see that each blue button in the 

menu is actually a drop-down box which enables you to expand and 

collapse the menu items. As we work through this tutorial Iôll tell you 

where to click on the items and sub-items to reveal the pages where 

you build your website. 

So, letôs get started by removing the Blogroll. First, from the dashboard, 

click on óLinksô and youôll see the list of óusefulô links that WordPress 

has set up for you.  
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To delete them all, click on the checkbox next to the word óNameô in the heading. This selects all the 

links in the list. Then, pull down the óBulk Actionsô drop-down list and click on óDeleteô. And then click 

on óApplyô. This clears all the links and leaves us with an empty Links list. 

Now weôll remove some other stuff. 

When you look at the site you'll see that WordPress has provided the following items on the site: 

¶ Recent posts: Hello world! 

¶ Recent comments: Mr WordPress on Hello world! 

¶ Sample Page 

Weôre going to delete all that and start again. So, from the dashboard, Click on óCommentsô. Youôll see 

the comment displayed like this: 

 

Now, hover your cursor over óMr WordPressô and the command line will magically appear. Click on 

óTrashô and, hey presto, the commentôs gone. 
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Next, from the dashboard, click óPostsô. Youôll see the óHello worldô box appear. Again, hover your 

cursor over it and click óTrashô. Thatôs gone, too. 

Finally, from the dashboard, click óPagesô. Youôll see óSample Pageô displayed. Hover and trash that, 

too, and youôve now got a completely empty WordPress website ready and waiting for you to populate 

with your own stuff! 
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LESSON 5. CONFIGURE YOUR WORDPRESS WEBSITE 

What weôre going to do next is to configure WordPress to behave like a website.  

SITE TITLE, TAGLINE, TIME ZONE 

From the dashboard, click on óSettingsô, óGeneralô. 

Now you can change the Site Title if you donôt like the one you typed into Simple Scripts. Try to make 

this descriptive, informative and, preferably, containing the keyword that you want the search engines 

to associate with your website. 

Then, enter a Tagline. This is like a sub-heading for your site and, again, make it snappy and possibly 

containing another keyword. 

Check that the email address is correct for you and also alter the time zone, if you want. 

Then click on óSave Changesô. 

DISCUSSION, COMMENTS 

One of the powerful features of WordPress is the ability it provides for visitors to your website to leave 

comments. This has become a mixed blessing these days because the comments box has become a 

magnet for spammers and this can be a considerable nuisance. So, I advise you not to allow 

comments, unless you have a really good reason for wanting your visitors to add content to your 

website.  To block comments, from the dashboard, go to óSettingsô, óDiscussionô and uncheck óAllow 

people to post comments on new articlesô. Then scroll down and click on óSave Changesô. Thatôs all 

you have to do on this page because now all the other settings will be ignored.  

However, if you really do want comments to appear on your site, check out Lesson 17 where I 

recommend how to deal with them. 

PERMALINKS 

If you want the search engines to index your website, and if you are planning to take SEO seriously, 

then you need to change one of the default settings of WordPress. From the dashboard, go to 

óSettingsô, óPermalinksô and click on the óCustom Structureô radio box. Then enter the word 

%postname% (including the % characters) into the box alongside and then click on óSave Changesô. 

What this does is to make WordPress create a meaningful URL for all your website pages that the 

search engines, and your visitors, will be able to make sense of. 
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USERS 

When you installed WordPress, SimpleScripts automatically created you as a user with 

óadministrationô capabilities. That means you are the boss and can do anything you like with your 

website. óUsersô, óYour Profileô is where you go to change settings like your email address or your 

password. You can also give yourself a nickname other than óadminô which will appear on your 

website when you add articles. You donôt need to add any of the other stuff at this stage (or ever). 

If you want to make changes to your profile now, do so, and click on óUpdate Profileô. 

. . . 

Congratulations ï youôve finished the boring bit and you probably wonôt have to do any of the stuff in 

Lessons 1 - 5 again. Youôre now ready to build a website on your domain. Letôs go! 
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LESSON 6. CHOOSE A THEME 

Before we start, let me just issue a brief warning. I will be using the Twenty Eleven theme to illustrate 

this tutorial but, if you decide to use a different theme, the examples I show may look different from 

your website and some of the WordPress features I use may behave differently to your chosen theme.  

So, if you have been following on so far, this is (give or take the header picture) what your website 

looks like now: 

 

You have three choices: 

1. Leave the Twenty Eleven theme as it is and (maybe) come back later and change it. 

2. Use the options on Twenty Eleven to tweak it to look how you want 

3. Choose another theme 

If you choose option 1, you can skip this lesson, go to Lesson 7 now and come back here later, if you 

want. 

So now Iôll deal with the other two options: 
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USE THE OPTIONS ON TWENTY ELEVEN TO TWEAK IT TO LOOK HOW YOU 

WANT 

From the dashboard, go to óAppearanceô, óThemesô and, for Twenty Eleven, youôll see óBackgroundô 

and óHeaderô as options. (Ignore Widgets and Menus because these will come into future lessons).  

You can upload an image to appear as the background (behind) your web pages, or you can change 

the color of the background from pale blue to something else. You can also change the color scheme 

to white-on-black or black-on-white. Play around with these if you want, according to your personal 

taste. I am going to change the background color to black (#000000) because I like my websites to 

look like that. 

For the header, you can see that you can change it to one, or all, of the other supplied images, upload 

your own 1000 x 288 pixels image, or remove it altogether. Many themes allow you to upload your 

own header images and they usually provide full instructions for doing that. 

On my site, I am simply going to remove the header image completely because I like a plain, 

uncluttered look and I think this looks quite businesslike. I can make the website come alive by adding 

my own images as I build the site. This is what my site looks like now: 

 

I quite like the look of my website now. Iôm going to illustrate the rest of the tutorial by using this theme 

and it will make it easier for you to follow if I keep it as simple as this. 

But, if you really do want to change your theme at this stage, keep reading. I will explain how to 

choose a theme and what to look out for when making your decision. I will also explain the pros and 

cons of changing your theme after you have started to build your site and have some content already 

on display. 

 

  



 

 

18 | P a g e   w w w . w o r d p r e s s 2 g o . c o m  

 

WordPress For Websites Tutorial 

CHOOSE ANOTHER THEME 

WordPress themes are the design templates that determine the appearance of the website. There are 

hundreds (thousands?) of free themes to choose from and you can (usually) change the theme quite 

easily if you change your mind about what you want. 

WordPress offers many free themes on its website that you can install with a few clicks of the mouse. 

Others are offered by third parties, some for free and some for sale. You can even create your own 

themes by the use of drag-and-drop software. I have provided a list of these options in the 

óResourcesô section at the end of this tutorial. 

For now, we are going to go to the WordPress site and pick a free theme. 

From the dashboard, click on óAppearanceô, óThemesô and then the óInstall Themesô tab. Youôll see a 

menu where you can search for available themes: 

 

If you know what shape and color of theme you want, then click on the appropriate check boxes and 

then click on óFind Themesô to see what comes up. 

Alternatively, you can browse the latest offers. I quite like to click on the óFeaturedô tab because these 

themes are usually very striking and will often suggest ideas for how I might build my site. 
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When you find a theme that you like the look of you can click on óPreviewô to see how the theme will 

look on the screen. This will pop up in a new window which you can close when youôve seen enough. 

Itôs also a good idea to click on the óDetailsô links to see how many stars the theme has been awarded 

by other users ï the more the better. 

When youôve found a theme that you like, click on óInstallô and then on óInstall Nowô in the pop-up 

window. This will automatically upload the theme to your website. You can now preview the theme 

again as it will look on your own website and, if you like it, click óActivateô and youôre done ï youôve 

changed the theme. 

If you do this more than once you will probably end up with several non-active theme files that are just 

taking up space on your website. When you know that you donôt want to make use of these itôs a good 

idea to simply delete them. 

After installing a new theme, have a look at the options it gives you for changing the header, colors, or 

whatever. The themeôs author may provide a link to their website where you can find out more about 

this theme or others that they may have on offer. You can now customize the theme to suit your taste 

and then go on to Lesson 7. 

INSTALL A THIRD-PARTY THEME 

If you have a theme that you have obtained from a third party, you will have the theme files in a ZIP 

file sitting somewhere on your computer. To install a theme from your computer, from the dashboard, 

click on óAppearanceô, óThemesô, óInstall Themesô and then click on the óUploadô tab. A pop-up box will 

prompt you to browse your computer to locate the ZIP file and when you have done so, click on 

óInstall Nowô. The theme should then upload and install automatically. Activate it, as above, and youôre 

done. 

. . . 

OK, Iôve made it look pretty simple to choose and change your websiteôs theme, but there are one or 

two important provisos that you need to be aware of. 

1. If you choose a theme and then go on to do a lot of work on your website (particularly with 

widgets) and then decide to change your theme, the new theme may not automatically pick 

up all your content and display it how you want. It may be just fine, but be aware that this is a 

possibility and you may have to reinstall your widgets and/or menus. 

2. WordPress issues new software releases from time to time and sometimes these are major 

upgrades which require a theme to be upgraded accordingly.  Most reputable theme 

designers keep their themes up to date but be aware that you may be forced to change your 

theme if your designerôs theme gets out of sync with the latest WordPress release. 

Right, enough on themes ï letôs get to the real meat and potatoes and start adding some content to 

your website. 
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LESSON 7. THE DIFFERENCES BETWEEN PAGES AND POSTS 

As I have mentioned, WordPress has evolved from a blogging environment and we need to have a 

brief discussion about what that means when you want to use WordPress to build a website rather 

than a blog. 

WordPress provides two different ways to display articles on your website: Pages and Posts. They 

may not look very different from one another but they behave differently and it is important that you 

make a few decisions about this before you go too far. 

It might help if I begin by explaining the background regarding pages and posts. When WordPress 

was first developed, it was intended to be a blogging platform. Blogs were typically kept by hobbyists 

and amateurs who had something to say and they tended to make frequent updates to their blogs. 

This is where ópostsô come in: they were intended to enable a chronological ójournalô of entries, 

sometimes even updated many times a day. As each new post was added, it appeared at the top of 

the page and older posts would scroll down and eventually disappear from view. This suited the 

blogging community well and WordPress continues to support posts as part of its architecture. 

Pages, however, were designed to be just like typical web pages: static, changing only occasionally, 

with the capability of being nested into hierarchies, if required. 

WordPress has now evolved into a Content Management System (CMS) and aims to be all things to 

all people. And we therefore now have the situation where many bloggers want their blogs to look like 

websites and many webmasters think their sites look ócoolô if they make them look a bit like blogs! In 

reality, the difference between a blog and a website is becoming increasingly artificial, and aspiring 

webmasters (like you and me) can take their pick of the tools available to us and to be creative in our 

deployment of them.  

Anyway, back to the tutorialé 

PAGES 

Pages are intended to be the óstaticô elements of your website, containing content that you always 

want to be available to your visitors and which, usually, remains permanently on view. Think of this as 

the óbackboneô information. You would typically have an óAbout Usô page, possibly a óWelcomeô page, 

preferably a óContact Usô page and, along with that, a óPrivacyô page.   

Pages do not change very much and, unless you are designing a website to provide something like a 

reference catalogue, for example, you may not need to have more than 5 ï 10 pages. 

Page navigation typically appears on a horizontal menu across the top of your site, either above or 

below the header, depending on the theme. As such, there is limited space to display page titles, 

although there are ways around this (see Lesson 14 Custom Menus). 

If your website will consist of a small, finite number of pages then you might be tempted to leave it at 

that and not make use of posts. But that could severely limit the effectiveness of your website, 

particularly in relation to search engine optimization (SEO).  

Posts have a number of very useful features that Pages donôt have. Read on to find out more. 
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POSTS 

Posts are designed to be a more chronological, dynamic way to present content to your visitors. 

Suppose you wanted to have a website where you displayed topical information, or some sort of 

journal, or news, youôd want to make use of posts. Typically, a website that uses posts also has some 

static pages (as above) but the Post content includes an ongoing series of entries that you add to on 

a regular basis and which adds further content to the website. 

Even if there is no particular chronological sequence to your articles you will still be better off writing 

them as Posts because, unlike Pages, Posts appear automatically in your RSS feed (see Lesson 19) 

and this can have major advantages in promoting your siteôs content to the world. 

Posts donôt have to look any different to Pages, as far as the visitor is concerned. But Posts are very 

much more attractive to search engines and thatôs what matters. 

Post navigation typically appears in a vertical menu in a left or right sidebar, with maybe the latest 5 ï 

10 post titles appearing in date order and older entries appearing in an óarchiveô link, as required. But 

you can, alternatively, configure your website such that the posts are accessible from tabs on the 

main menu, as well as a number of other options. 

But the real power of Posts is that they also have handy features called ócategoriesô and ótagsô which 

we will come onto later, but which can not only help you classify your content to help with the userôs 

navigation of the site, but also provide further tools show the search engines what your site is all 

about.  Anything that aids your SEO should be seriously investigated! 

. . . 

When deciding how to arrange your content between pages and posts, let me remind you of one of 

the major differences between building a website using WordPress and the more traditional ways of 

constructing a website using HTML or PHP or ASP.net (or any of the other web coding languages). A 

typical HTML website is constructed offline, on the webmasterôs computer. There are a number of 

(sometimes expensive) software tools that traditional webmasters use to help them design and code 

webpages and they painstakingly construct the website, page by page, mostly offline. It is only when 

the site is nearing completion that they upload the pages to a server and thereby make the site 

publicly available online. 

You, as a WordPress webmaster, will be doing things a little differently. You construct your website, 

page by page, post by post, online, via the WordPress dashboard. If you have been following these 

lessons so far, you will already have a near-empty website with just the theme installed on it and it is, 

theoretically, possible for visitors to find and view your website right now, as it is. 

In practice, you will have very few visitors yet, especially if you bought a new domain, but you should 

be aware that people could, theoretically, be looking on as you build your website. So it makes sense 

to begin by inserting the pages and posts that you want your visitors to see in the first instance. If you 

are going to spend time experimenting and twiddling around with your content, at least make sure that 

you have a page or post all ready to put up as your front page (see Lesson 11) so that visitors have 

something to look at while you are still filling in all the gaps. 

Now weôre going to look into how to add Pages, and weôll start writing some content.  
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LESSON 8. ADDING PAGES 

At last. Hereôs where we start to populate the website with our own content! 

Iôm going to start by adding an óAboutô page to my demonstration site.  Most serious websites will 

have one of these and I would recommend that you, too, put up an óAboutô page, because it will 

enhance the credibility of your site. 

So, from the dashboard, click on óPagesô, óAdd Newô. This is what youôll see: 

 

Enter óAbout Usô where it says óEnter title hereô and then look at the text box immediately below: 

Begin to type some text into the content box above. Donôt copy and paste just yet (Iôll tell you why in a 

moment) ï just type in some text so that you can see how this all hangs together. As you type youôll 

see that the words wrap round, just like a word processor. If you hit óEnterô, youôll get a new 

paragraph. Just keep typing until youôve got enough text to play around with. Donôt worry about how 

perfect it is, you can clean it up later. 
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Now look at the icons on the toolbar above the text. Youôll probably recognize them from other regular 

text-processing programs that you use. You can see bold, italic, strikeout, bullets, etc.  If both rows of 

icons donôt show, click on the far right icon on the top row and the second row will toggle into view. 

The best way to find out what functions these icons represent is to hover over them and then 

experiment with them. No changes will be made to your website until you click on óSave Draftô or 

óPublishô. If you hover your cursor over an icon youôll see an explanation of what its purpose is. The 

way these (mostly) work is that you select some text, click on an icon and youôll see that change take 

place. In most cases the operation of these icons is self-explanatory and so I wonôt include a lot of 

unnecessary detail here but will let you play around and explore them for yourself. 

I encourage you to try out the blockquote, spellchecker and links. For example, if you select a few 

words in your text where you want to insert a link, you will notice that the little óchainô icon becomes 

live and, when you click on that, a small pop-up dialogue will appear prompting you to enter the target 

URL of the link. The text you selected then becomes a hot link which, when the user clicks on it, will 

take them to another page, either within your website or to another site.  

If you are using the Twenty Eleven theme, another option for you to experiment with is the Page 

Template which you access from the drop-down box under óPage Attributesô. This gives you three 

different page layouts: 

¶ Default template 

¶ Showcase template 

¶ Sidebar template 

These enable you to display your Page content in a number of sophisticated layouts, with and without 

the sidebar. It is quite easy to change these, so try out the various formats and choose the one you 

like. 

To see the results of your changes, click on the óPreviewô button over on the top right. Youôll then see 

the web page displayed exactly how it will look on your website: 
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This ópreviewô view will usually open in a new tab in your browser. When youôve checked the page 

over you can close the tab and return to the page where you set it up. When the page is formatted as 

you want it, you can click óPublishô and the page will be added to your site for the world to see. 

Thatôs basically it: youôve added a simple webpage and thatôs how youôll add all the others. But, 

before we go further, there are a few useful little features that Iôd like to show you. 

SAVE DRAFT 

If you want to save your work before publishing it, you can save it as a draft, which means that what 

you have saved is stored on your server, but no-one (except you) can see it until you publish it. This is 

handy when you are setting up a complicated page because it enables you to save your work when 

you get something right and return to the last draft if (when!) you foul it up at a later stage. I 

encourage you to use this feature, especially while you are learning.  

To return to the last saved draft, from the dashboard go to óPagesô and youôll see the page listed as a 

draft. Hover your cursor over the entry and click óEditô. Youôll then be able to resume where you 

previously left off. 
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PARENT PAGES AND CHILD PAGES 

If you have already published at least one page you will see that, under óPage Attributesô, you have 

the option of selecting a previously published page to be the parent of the one you are currently 

editing. This means that you can have a hierarchy of pages that you can nest to several levels. If you 

are planning on building a website with many pages ranging over a wide range of topics this is a 

feature you might want to use. Parent/child pages appear as such in drop-down navigation menus 

and can be an easy way of creating a hierarchical structure to steer users around your site. 

 

COPYING AND PASTING TEXT 

It is often easier and quicker to type up your website text offline, in a word-processor such as 

Microsoft Word or a text-processor like NotePad. But, be aware, just copying and pasting right into the 

text box on the WordPress page can have unintended consequences. This is because, when you 

copy text from your computer to your clipboard, your operating system will often copy not only the text 

but also the formatting (including fonts) as well. And this can confuse WordPress because it wants to 

format the text according to the theme you have chosen and introducing additional formatting can 

make it appear all screwy. 

So, type up your text offline however you want and copy it to your clipboard as usual. Then, when you 

get into your WordPress page, click on one of the two icons in the toolbar (óPaste as Plain Textô or 

óPaste From Wordô) and a pop-up window will appear into which you can paste the text. Click óInsertô 

and the text will drop in just like you typed it. 

DATE AND TIME OF PUBLICATION 

If you just want your page to be dated at the date and time you published it then thereôs no need to 

make any changes. But if you want to backdate your page, you can change the date of publication to 

a prior date. Just above the óPublishô button, where it says óPublish immediatelyô, click on óEditô and 

you can change the date and time to whatever you want. Change the date/time and click on óOKô. 

Thatôs the date/time that will appear on your website. 

And, hey, you can even schedule WordPress to publish a page at some date/time in the future. Just 

change the date (as above) to a date in the future, click óOKô and óScheduleô. WordPress will hold the 

page until that date/time occurs and then it will automatically publish it as if you had hit the button 

yourself.  Magic! 
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PERMALINK 

You will remember that, in Lesson 5, we configured the óPermalinksô property of WordPress. The 

reason for doing this was to set up WordPress to create meaningful URLs for each web post or page. 

By default, WordPress creates page URLs like ógoogview.com/p=?123ô which isnôt very helpful or 

descriptive and does your page no favors in the search engines. The change we made to Permalinks 

told WordPress to use the title of each page in the URL, for example, ógoogview.com/backyard-

chickens/ô. That makes a lot more sense to all concerned: humans as well as spidersé 

You will see that, whenever you enter a title into a page, WordPress automatically creates the 

Permalink for you. Thatôs fine until you change the title, which you might often do when setting up the 

page. If you change the title, WordPress will not always change the Permalink and you must do this 

manually. And if you type your title too slowly or keep backspacing it can sometimes only generate a 

partial text string in this space. 

 

To change the Permalink, click on óEditô, change the text to the correct hyphenated title and click óOKô. 

Then click on óUpdateô to update the page. 

Because WordPress creates Permalinks in real time as you type them, it is always worth checking 

that you get what you intended before you publish the page and edit these as you go. 

AUTOMATIC NAVIGATION 

This is another one of the magic features of WordPress: whenever you add a page or a post to your 

site, the navigation bars and links that are set up on your site automatically get updated. Unlike with a 

regular HTML website, you donôt have to insert the links manually on every page and then run the risk 

of getting it wrong and then having to deal with broken links. Itôs all done for you and you donôt need to 

fret about making sure your siteôs navigation links all hold together.  

Navigation is an important element in a successful website and there are many options in WordPress 

for placing navigation links around your site. I will point out where this is relevant as we go through 

each lesson. 

In the next lesson weôll look at posts, and then weôll have a session on inserting images. 
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LESSON 9. ADDING POSTS 

You will, I hope, be relieved to hear that adding posts is almost the same as adding pages. So Iôm not 

going to repeat all the stuff in Lesson 8. If you want to add a post, just follow the same instructions, 

substituting the word ópostô for the word ópageô and youôll get there. 

What Iôm going to do in this lesson is point out a few of the differences between posts and pages 

which might help you make up your mind how the two different types of entries can contribute to your 

website. 

CATEGORIES AND TAGS 

One of the other, very important, differences between pages and posts is that posts can have 

categories and tags.  

Categories are a way to classify your content into subject headings so that your visitors can access 

all the posts you have written on a particular topic. To take my chicken site as an example, I could use 

óbreeds of chickenô as a category so that, when I mention a particular type of chicken in a post, I can 

choose that as one of the categories of my post. This will automatically link to the other posts where I 

mention breeds of chicken and I could display a list of categories in my sidebar so that visitors can 

easily find all my posts on that topic. And, if I was going to have a huge site with many posts on many 

breeds of chicken, I could also use óchildô categories, so that, for example, I could have child 

categories for Rhode Island Reds, Silkies, White Leghorns etc.under the parent category of óBreeds of 

Chickenô. And you can place a tab on your menu to display posts in one or more categories, which 

can be a very useful tool (see Lesson 14 Custom Menus). 

Tags are a looser way of categorizing your material that will help the search engines associate certain 

keywords with your posts. Every time you add a post you should add two or three tags which contain 

keywords or phrases to help the search engines classify your site.  

You may have seen websites displaying what is termed a ótag cloudô and this is how they are derived. 

If you want to make your website look busy and content-rich, a tag cloud (see Lesson 12 Widgets) 

could be a good way of adding credibility.  

The WordPress Development Team has said that they have no plans to add Categories and Tags to 

pages as well as posts but that they would reconsider if enough people asked for them. People have 

been asking for this for at least three years but, so far, no changes have been made, so donôt hold 

your breathé 

. . . 

When I first began using WordPress to build websites I was very nervous in case the use of Posts 

made my site look too óbloggyô. But I soon came to understand that it is quite easy to format Pages 

and Posts to look almost exactly the same from the visitorôs point of view and that, if you think 

carefully about the structure of your site before adding too much content, you will be sure to come to 

an elegant solution about how Pages and Posts can be integrated in together.  
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LESSON 10. ADDING IMAGES 

WordPress has some very powerful and flexible ways of handling images on a website and, in this 

lesson, we are going to look at two ways of doing it.  

WordPress provides a picture depository called the óMedia Libraryô. This contains a copy of all of the 

images (and other media) that you have used in your website. Images are labeled either óAttachedô or 

óUnattachedô, depending on whether you have used the image on one of your posts or pages.  

Dropping a picture into a post or page to illustrate your text is one way of making your webpage look 

attractive and relevant. If you add the picture to a post or page it automatically goes into the Media 

Library and becomes an óattachedô image. If you want to add an image for use later, you can upload it 

directly into the Media Library as an óunattachedô image and then call it when you want it. 

To add an image to a page or post, you need to have an image file stored on your computer as a 

JPEG, GIF or PNG file type, sized in pixels that will fit on your page and generally less than 100kb in 

size. 

ADDING A PICTURE TO A POST OR PAGE 

In the example below I have added a short post to my website and I will walk you through how I add a 

picture: 

 

To add an image that I have stored on my computer, I click on the óimageô icon next to óUpload/Insertô 

A pop-up box appears, prompting me to locate the file I want to upload: 
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I click on óSelect Filesô and navigate to where I have stored the image on my computer. I click on the 

file, then I click óOpenô and the following screen appears: 
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Before inserting the picture, I will make the following changes here: 

1. Add an explanatory text (óRhode Island Red Chickensô) to the óAlternative Textô and 

óDescriptionô as this will help with search engine optimization (SEO). 

2. Change óAlignmentô to óLeftô so that the text wraps round the image. 

3. The image size is fine here, but if my image had been much larger I might have changed the 

óSizeô to óMediumô. 

4. You will see that there is a óLink URLô. This is where the visitor would be taken if they clicked 

on the image. You can change this link to anything you like: if this was a product you were 

selling you might replace this with a link to your order page. If you leave the óLink URLô 

unchanged and the visitor clicks on the image they will see a copy of the image on their 

screen.  I donôt want my visitor to click on this image so I click on óNoneô. 

Finally, I click on óInsert into Postô. And hereôs the result: 

 

Iôm happy with this so I close the tab, return to the post screen and click on óUpdateô. 

Now letôs have a look at uploading images directly into the Media Library for use later. 
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ADDING IMAGES TO THE MEDIA LIBRARY 

I have a graphic file on my computer that is actually a banner that I want to place in my sidebar to 

advertise a product that I want to promote on my website. I will cover how get the image into my 

sidebar in Lesson 12 (Widgets) but, before I can do that, I have to have the image in my Media 

Library. 

From the dashboard, click on óMediaô / óAdd Newô.  

 

Click on óSelect Filesô and navigate to where the file is stored on your computer. 

As before, a pop-up dialogue box will prompt me to navigate to the file on my computer. Click on the 

file and then click the óOpenô button. 

WordPress will now begin to upload the file to your media library. When the file has been uploaded, 

the file details will be displayed like this: 
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As before, it is good practice to enter a title, alternate text and description, which will help with SEO 

(see Lesson 18) then click on óSave all changesô. Thatôs it. The file is now stored on my WordPress 

Media Library, ready for when I need it. 

As you can imagine from what youôve seen, there are actually a great many options for displaying 

images in WordPress, some of which are rather specialized and would be of interest to folks like 

photographers and graphic artists etc. But in this tutorial I have shown the basic methods that you are 

most likely to use in a regular website and I encourage you to explore the options further for yourself if 

you want to be a bit more adventurous. 

In the next lesson, weôll find out how to designate which page on your website you want as your front 

page. After that, Iôll show you some more cool things you can do with WordPress to add functionality 

to your website. 
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LESSON 11. SETTING THE FRONT (HOME) PAGE 

One of the differences between building a WordPress website and creating one using traditional 

HTML-type tools is that WordPress lets you choose which page you want as your front page and then 

gives you a very easy way of changing that choice without the need to recode your pages. Traditional 

webmasters sometimes have difficulty getting their head around this: if you are one of them, just 

forget everything you ever knew about index.htmlé 

You can choose either a static page, or your latest post. If you choose óyour latest postô, your front 

page will change every time you add another post. This was how it worked when WordPress was (and 

still is) used for a traditional blog. 

But, if you want your site to look like a conventional HTML website, maybe with a ósplashô page or 

óWelcomeô page, then chose a static page. But please note that you will not be able to set that page 

as the front page until you have actually created it. 

To set your front page, from the dashboard, click óSettingsô,ô Readingô. To set a static page as your 

front page, click the appropriate radio button and select the required page from the drop-down box.: 

 

Thereôs also another optional, handy feature that I like to make use of. If youôd like to group all your 

posts together and have them scroll down a page which you can make accessible from a tab on the 

menu, just create a blank page with the heading you want as its title. You can see here that I have 

done this by creating a page entitled óLatest Newsô.  Then, on óSettingsô, óReadingô, select that page 

from the óPosts pageô drop-down box. 

Click on the appropriate radio button at the top and select your choice from those presented to you. If 

you are using posts, decide how many posts you want to show on the front page. Enter a number 

alongside óBlog pages show at mostô. This can be any number between 1 and (I donôt know how 



 

 

34 | P a g e   w w w . w o r d p r e s s 2 g o . c o m  

 

WordPress For Websites Tutorial 

many!) But consider how this will appear to your visitor. Older posts will appear below your latest post 

in reverse chronological order and too many can make your website look a bit óbloggyô. I always think 

it looks more professional to display one, or a maximum of three, posts, depending on how long they 

are.  

When youôre done, click on óSave Changesô.  

It is a good idea to set up your front page option as soon as you have created the page or post that 

you want to be your front page. 

STICKY POSTS 

Another useful feature of posts is that, if you are using posts, you can designate one of your posts to 

be óstickyô, which means that it will always appear above other posts of a later date. This can be very 

handy if there is some permanent information that you always want to display (óHow To Orderôé) on 

the top of your front page but have posts scrolling beneath it. 

To make a post sticky, click on óEditô next to óVisibilityô on the Post page and check that you want it to 

be sticky. Then click óOKô. When you publish or update the post, it will always appear on the front 

page. 

. . . 

And if you ever want to change your mind about what you want to display on your front page, just go 

back and do all this over again, selecting the option you now want. WordPress will automatically 

change the front page of your site. 
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LESSON 12. WIDGETS 

Widgets is where it gets to be interesting because this is where you can configure and decorate your 

website so that it looks unique. 

Widgets occupy the space in your sidebar(s) on the left and/or right columns of your theme (primary 

and secondary widget area) and they can also appear in three or four adjacent blocks at the foot of 

your webpage, depending on your theme. Some themes have even more alternatives but weôll just 

concentrate on the commonly available options for now. If your theme does not support the widget 

options you would like to use, you might want to consider changing your theme. 

Some of the fun things you can do with widgets include: 

¶ Navigation 

¶ Graphics, banners etc 

¶ Links to external sites 

¶ Search form 

¶ RSS Display 

¶ Text box 

¶ Adsense 

¶ Tag cloud 

¶ é and more 

When you first start building your website, the widgets in your sidebar will just be the defaults selected 

by the theme you are using. In the case of the Twenty Eleven theme, as soon as you start adding 

widgets to your sidebar, these defaults disappear, so it isnôt necessary to delete them. But, with some 

themes, you may have to remove the widgets you donôt want. 

To access the Widgets screen, from the dashboard, click on óAppearanceô, óWidgetsô and youôll see 

something like this: 

 



 

 

36 | P a g e   w w w . w o r d p r e s s 2 g o . c o m  

 

WordPress For Websites Tutorial 

Now letôs look at adding widgets.  

TEXT WIDGET TO DISPLAY ADSENSE 

If you want to display Google Adsense ads in your sidebar, you can do this quite easily by dropping 

the Javascript code into a text box. Make sure to choose an Adsense block that will fit into your 

sidebar ï a width of about 200 pixels should be OK.  

To set this up, from the dashboard, click óAppearanceô,ôWidgetsô. Then drag a Text box into your 

sidebar where you want to display the Adsense block. When it opens, copy and paste the JavaScript 

code into the Text box as follows: 

 

Then click óSaveô and óCloseô. The Adsense block will display at the point in your sidebar that you 

added the text widget. 

Now letôs add something a bit more challenging. 

TEXT WIDGET TO DISPLAY BANNERS 

My googview.com website is all about keeping chickens and one of the things I want to do is to sell a 

product about how to build a chicken coop where I get a commission for every one sold. So I want to 

display a banner linking to the sales page of this product in my sidebar. 
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The vendors have provided me with the graphic I need to display, and I have already uploaded this to 

my Media Library (see Lesson 10). They have also given me the affiliate link I need to use to direct 

the visitor to their sales page, embedded with my affiliate ID. 

The widget area in WordPress doesnôt provide a specific widget for adding a graphic, but we can use 

the Text widget as a container for the code we need to use to place a banner in the sidebar. 

The first thing we will need is the actual location URL of the banner within the Media Library. From the 

dashboard, go to óMediaô, óLibraryô and hover over the image that you previously uploaded. Then click 

on óEditô. The óEdit Mediaô box is displayed: 

 

All we need from here is the óFile URLô.  

Copy and paste that link to NotePad and weôll construct the code that we need to use in the Text Link 

widget. We donôt need to update this image so just hit the back button to close the box. 

Now we need the affiliate link that will send the visitor to the sales page when they click on the 

banner. In my case, this is a ClickBank product and the affiliate link is 

óhttp://tuetwo.chickcoop.hop.clickbank.netô. Itôs much easier to do the next little bit in NotePad, so, 

copy and paste your affiliate link into Notepad too. Then, type (or copy and paste from here) so that 

the text looks EXACTLY like this around the two links: 



 

 

38 | P a g e   w w w . w o r d p r e s s 2 g o . c o m  

 

WordPress For Websites Tutorial 

<a href="http://tuetwo.chickcoop.hop.clickbank.net/" />  

<img src="http://googview.com/wp - content/uploads/2011/05/160X600.png" />  

You want to end up with a text string in NotePad that looks like the exact equivalent of this, but with 

your links instead of mine: 

<a href=" your - affiliate - link " />  

<img src=" your - media - library - file - url " />  

(If you like, you can copy and paste the code directly from this document and then overwrite my URLs 

with yours between the quotation marks. This is actually HTML code but, relax, you donôt have to 

know any of the details ï itôs OK to copy what I show you here.) 

When you have the correct code assembled, from the dashboard, click óAppearanceô, óWidgetsô and 

drag a Text widget into your sidebar. When it opens up, copy and paste your code into the Text box 

like so: 

 

If you want, enter a title, but do not check óAutomatically add paragraphsô. Then click óSaveô and 

óCloseô. 

This is what my website now looks like: 
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In the Twenty Eleven theme the sidebar will appear like this whatever page or post is being displayed. 

The site is now beginning to look like a regular website, donôt you agree? 

. . . 
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I leave you to play around and experiment with widgets on your website. All you have to do (in most 

cases) is to drag and drop the widget into your sidebar, óSaveô and óCloseô.  

Now letôs get on to another vital element of a successful WordPress website: Plugins. 
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LESSON 13. PLUGINS 

This lesson is for those who are starting out building a website and have no prior experience or 

trusted advice that they can access about installing WordPress plugins. If you have some other 

authoritative source of advice about which plugins you need and how to install them, then fine, you 

can skip this lesson. I do not want to contradict advice given to you by any other source whose 

guidance you prefer to follow.  

But, if youôre on your own and youôve got this far (congratulations, by the way!) then please carry on 

because the advice Iôm giving you here is pretty much routine and most óexpertsô would certainly not 

disagree with it. 

óPluginsô is a term for a collection of additional (usually free) packages of software written by 

aficionados of WordPress that provide extra functionality for WordPress websites.  These are the 

óoptional extrasô that you may, or may not, need to make your website behave as you want.  

There are hundreds (thousands?) of them but, in this lesson, weôre just going to install a few of the 

ones that I consider essential. I will explain what they do and how to use them as we go along.  

So, from the dashboard, click óPluginsô. Youôll see a list of plugins that are already installed on your 

site. Leave óAkismetô and óJetPackô as they are for the moment, but click óDeleteô on óHello Dollyô and 

then confirm that you want to delete it. (Hello Dolly is a left-over from the WordPress blogging days 

and is of no use to us).  

Now weôre going to add some more plugins. The plugins I recommend are: 

GOOGLE XML SITEMAPS 

This popular plugin provides a Google-compliant sitemap for your website. This will help the search 

engines find their way around your site and this plugin is considered to be essential for effective SEO. 

The plugin updates the sitemap automatically every time you add, delete or edit something so, once 

installed, you donôt have to do a thing. 

ALL IN ONE SEO PACK 

This is another essential SEO plugin. It provides all the features you need to optimize your siteôs 

pages to rank in the search engines for your chosen keywords. (When you install the óAll In One SEO 

Packô plugin and activate it you will see a red warning prompt at the top of the screen asking you to 

configure the plugin. See below for instructions on how to do this.) 

CONTACT FORM 7 

Having somewhere on your site where your visitors can contact you is considered good practice and 

makes you look serious and trustworthy in your customersô, and the search enginesô, eyes. Simply 

sticking up an email address is not a good idea because it will quickly be harvested by the spam 

phishers and your email address will rapidly become unusable. This plugin provides a secure way for 

people to contact you privately and will provide the credibility you need to present a professional face 

to the world. Later in this lesson I will show you how to create a óContactô page. 
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EASY PRIVACY POLICY 

Any website which invites some interaction from its visitors (even just a óClick Hereô link) should have 

a Privacy Policy page. Indeed, this has become a required feature of many ecommerce programs 

(including Adwords, Adsense etc) . This plugin automatically creates a Privacy Page for you and I will 

show you how to do this later in this lesson. 

GOOGLE ANALYTICS FOR WORDPRESS 

This plugin is very useful for those who want to use Google Analytics to track visitors to their website. 

If you use Analytics but donôt use this plugin you will have to edit your themeôs footer.php file and 

remember to edit it again every time you update or change your theme. If you donôt use Google 

Analytics then, trust me, you should! 

To use Analytics you will need a Google Account. If you donôt already have one, go to 

www.google.com/accounts/ and create an account. Itôs free and there is a ton of advice on Analytics 

and other useful stuff.  

é 

There are many, many more plugins that you can use and I leave you to discover and install them 

yourself. But a quick word of advice if this is the first WordPress website you have ever built. Donôt 

overload your website with plugins if you cannot justify that they are necessary for the functionality of 

your site. Plugins can clutter up your site and slow it down and can, from time to time, conflict with one 

another. And, as with themes, plugins can become out of date and can stop working if the pluginôs 

author has not kept up to date with the current version of WordPress. So, take it step by step and be a 

little self-disciplined in your use of plugins, at least at first. 

. . . 

Now letôs carry on with the lesson and install these plugins.  

A big advance from the old days is that you can now find and install (most) plugins automatically, 

which saves a great deal of time and heartache. To install plugins automatically, from the dashboard, 

click óPluginsô then óAdd Newô at the top of the screen. You can access the plugins you need several 

ways from here, but the quickest way is to click on the óPopularô tab and see what comes up: 

file:///C:/Users/Gillian/Documents/wordpress2go/www.google.com/accounts/
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You can see some of the recommended plugins straight away. (Donôt worry if your screen looks 

different to this ï the popular plugins screen changes all the time). All you have to do is click on 

óInstall Nowô and confirm that you really do want to install the plugin. Then WordPress takes over, 

installs the plugin on your website automatically and then all you have to do is activate it. 

Repeat this for all the recommended plugins on the first page of óPopularô. 

If you canôt find the plugin on this page, then the other way of locating a plugin is to search for it. 

Instead of clicking on óPopularô, use the óSearchô box on the óInstall Pluginsô page. Type the exact title 

of the plugin into the Search box and click óSearch Pluginsô. You may be presented with more than 

one choice so be sure to pick the one that has the exact title, then install the plugin as above. 

While you are going through this exercise you may well see other plugins that look interesting and 

that you are tempted to install. By all means explore whatôs available and install more plugins if you 

can see a use for them. My advice, when looking for plugins, is to choose only those with three or 

more stars and do not install a plugin that has not been tested with the version of WordPress that you 

are using. You can find out more about a plugin by clicking on óDetailsô against that plugin on the 

óInstall Pluginsô page. 

OK, weôre nearly done. Just letôs finish configuring the plugins we just installed. If the plugin doesnôt 

appear below, then the good news is that thereôs nothing more to do on it! 
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CONFIGURE CONTACT FORM 7 

From the dashboard, click óPluginsô and click óSettingsô for óContact Form 7ô. 

There is nothing really to change here, but it would be a good idea for you to check that the email 

address quoted on this page is the email you want your messages to be sent to. This will not appear 

on the page and will not be visible to anyone other than you. If necessary, change this email address 

and then click on óSaveô. 

Before leaving the page, copy the code at the top of the page to your clipboard. This will display your 

contact form.  

Now, letôs quickly add a óContact Usô page. From the dashboard, click óPagesô, óAdd Newô. Enter a title 

such as óContact Usô and then paste the code you just copied into the body of the page. You can add 

some surrounding text if you like, then click óPublishô.  Easy ï you just got yourself a óContactô page.  

CONFIGURE EASY PRIVACY POLICY 

This one is even easier. From the dashboard, click óPluginsô and then click óSettingsô for óEasy Privacy 

Policyô. You will see a list of the optional sections that you can include in your Privacy page. Check 

the ones you want and then click on óCreate Privacy Pageô at the top of the screen.  And, as if by 

magic, the plugin creates a perfect Privacy page for you! 

CONFIGURE GOOGLE ANALYTICS FOR WORDPRESS 

As mentioned before, you must have a Google Analytics account before you can use this plugin. To 

configure the plugin, from the dashboard, click óPluginsô and then click óSettingsô for óGoogle Analytics 

For WordPressô. The plugin will prompt you to allow it access to your Google account. Follow the 

prompts and select the account and profile for your website.  

I recommend that you leave all the other settings as they are unless you know what you are doing. 

This is a powerful plugin with many options and it would be well worth your while to revisit this page 

when you have more experience of Analytics. For now, click on óUpdate Google Analytics Settingsô 

and youôre done. 

CONFIGURE ALL IN ONE SEO PACK. 

Click on the link on the red prompt message at the top of your website page and youôll get to the 

options page for this plugin. 

First, click the radio button next to Plugin Status, óEnabledô. Then look at the three boxes below 

entitled óHome Titleô, óHome Descriptionô and óHome Keywordsô. These are the boxes that tell the 

search engines what your site is all about. The text you enter here will show up on the search results 

when your site appears on their listings. Hereôs what I entered for my website: 
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Enter your text and scroll to the bottom of the page and click óUpdate Optionsô. There are a lot of other 

technical options available on this page and it is safe to leave the defaults as they are.  

Now that you have installed this plugin you will notice that it has added some similar boxes to the 

individual Pages and Posts screens. It is good practice to fill these each time you add your pages and 

posts. I will cover this topic in Lesson 18 SEO. 

. . . 

Phew! When youôve finished this lesson youôve done some VERY good work. Weôve almost finished 

the main part of the tutorial now: all thatôs left to do is to tidy things up and get your site navigation all 

sorted out. Weôll deal with that in the next lesson. 
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LESSON 14. CUSTOM MENUS 

Custom Menus are a relatively new feature of WordPress but they now add a lot of flexibility and 

power to the WordPress platform. What weôre going to do in this lesson is go through a brief 

introduction to the topic and then Iôll demonstrate how I will use custom menus on my chicken-keeping 

site. 

Before Custom Menus were introduced, the typical location of a menu was immediately above or 

below the header and some themes didnôt provide one at all. Where there was a menu, the page titles 

were displayed horizontally in tabs across the menu and, if you had a lot of pages, you could soon run 

out of space. This wasnôt a particular hardship to the blogging community, whose sites were 

comprised mostly of posts and included only a handful of pages at most, but it soon became a 

weakness when webmasters began to choose WordPress as a CMS. So, the WordPress 

development team soon obliged by building a very flexible structure of custom menus into the 

WordPress architecture. 

To show you how this could work for you I will show you now how I will configure custom menus into 

my demonstration site. Without the ability to configure menus, this is what my site menu would look 

like after I have added a few pages: 

 

By default, my theme is stringing out my pages horizontally, left to right, in no particular order. I donôt 

think this is helpful to my visitors and so I am going create a custom menu, take some pages out of 

this menu altogether and rearrange whatôs left. 

To do this, from the dashboard, I click on óAppearanceô, óMenusô and this is what is displayed: 
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What I am going to do is to create a custom menu to display at the top of my screen to replace the 

default one provided by the Twenty Eleven theme, then I am going to create a couple more that I will 

display using the facility to display Custom Menus using widgets. 

First, I type a menu name into the prompt box and then I click óCreate Menuô. This is what will display: 

 

You can see that there are a number of options here that make this a very powerful feature: 

¶ óCustom Linksô are links to anywhere you like: a page, post or even a picture inside your site, 

or a link to another website. Type the full URL of the location you want to link to, enter the 

óLabelô, which is the text that will appear on the menu tab and click óAdd to Menuô. You can 

add as many of these as you like to the menu. 

¶ óPagesô enables you to pick and choose from the pages you have so far published. Check the 

pages that you want to include on the menu and click óAdd to Menuô. 

¶ óCategoriesô refers to the categories recorded on Posts. If your website consists mostly of 

posts you can have a menu that enables your user to browse selected categories from your 

menu. 

You can mix and match these in one menu if you like.  

All I am going to do is to pick my most important pages and have them display across my menu. I 

check the pages that I want to include in this menu then I click óAdd to Menuô. The items within the 

menu can be dragged and dropped into the order you want them to appear, and another neat option 

is that, if you have a lot of pages, you can arrange them into a hierarchy by simply moving pages 

slightly to the right and they will nest beneath the ones above. When the menu items are assembled 
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how I want, I just click óSave Menuô and itôs done. Now I must tell WordPress that I want this menu to 

appear as my siteôs óPrimary Navigationô which, in the case of the Twenty Eleven theme, is 

horizontally across the top of the page. 

  

The menu I just created appears in the drop-down box and I just click óSaveô and the menu will appear 

on my site in the position determined by Twenty Eleven. 

Twenty Eleven only has one custom menu but other themes may provide more. 

Next, I am going to create another couple of menus to display links to other places, but which I donôt 

want to feature as prominently as a top menu. I am going to create a couple more menus that I can 

place at the bottom of my page using widgets. WordPress provides this feature which you can use 

regardless of which theme you are using.  

I want to put links to the pages I didnôt include in the menu above. So I will create two more menus 

which I will call ófootermenu1ô and footermenu2ô.  
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I have put these pages on my site, not because I particularly want people to click on them, but 

because I want to comply with the all the regulatory stuff that Google, and the US FTC, and 

advertisers, etc. etc. require webmasters to include.  

I create the menus and click óSave Menuô. Then, from the dashboard, I go to óAppearanceô, óWidgetsô. 
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In the óFooter Area Oneô I drag over a óCustom Menuô button, and select ófootermenu1ô from the drop-

down box. Then I add a title and click óSaveô.  

I repeat the process for the óFooter Area Twoô and óFooter Area Threeô. I have put some óLinksô in 

these menus (see Lesson 15) but you can put banners or snippets of text or Adsense or whatever. 

 

As you can imagine, the possible combinations and variations on how you can use this are endless. I 

hope I have demonstrated some of the ways you can use Custom Menus, but you can experiment for 

yourself and discover how you can use this feature to make your website look and behave the way 

you want. 

In the next lesson, we will be looking at óLinksô, which is a WordPress feature that overlaps somewhat 

with Custom Menus and which may provide a simpler solution in some circumstances. 

  






















