
Easily manage  
your own website or blog 

1.com (720) 771.3271 

WordPress.ORG: 
for Non-Coding  

Beginners 
Day 2



Any Questions from Day 1?  
Based on what course covers
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We have a lot to cover today 
!

Please don’t make these changes or jump ahead,  
on the test site.  

!
It could complicate what I am showing the class 

!
You can try all this out later - you have the test site 

for up to two weeks! 
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Widgets
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Plugins Section
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What is a Plugin
• Plugins, like Widgets, are mini software 

applications: 
–Plug into WordPress 
–Automate a process 
–More features  

• Taking the Kitchen Analogy: 
–an electric can open  
–speed up preparation 

• Anything you want to do on WordPress can 
probably be completed or enhanced by a plugin
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Managing plug-ins 
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After adding plugins,  
ACTIVE (turn them on)

Sometimes plugins 
have additional settings



How to Add Plugins  
and Where to Find them?
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Go to Add New and 
Search for plugins

To add premium (paid) 
plugins, go to the Upload link



About Plugins

• Remember, in most cases these developers are 
doing it on their own time and giving it away free   

• Not all plugins are created equal 
• Sometimes developers don’t continue to support 

future changes 

• Too many plugins can weigh down your site 

• Plugin conflicts can bring down your whole site 

• Look for up to date and highly recommended 

• Check the WordPress’s Plugin Directory for more 
insights: http://wordpress.org/extend/plugins
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GetJetpack!

• Lots of tools from this one WordPress created 
plugin. Learn about it: http://jetpack.me/
about/ 

• It has options for stats, comments, subscriptions, 
contact forms, sharing, photo gallery 
extensions, and can even handle the load time 
on images for you. 

• You will need a WordPress.com free account to 
get access
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Plugin Suggestions: 
These are my must have plugins
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• Akismet- http://akismet.com/ - Eliminates Spam in Comments 

• All in One SEO Pack - http://semperfiwebdesign.com/documentation/all-in-one-seo-pack/all-
in-one-seo-faq/  Helps you add keywords to titles and descriptions for search engines 

• Broken Link Checker   http://wordpress.org/extend/plugins/broken-link-checker/ Checks for 
broken links and missing images 

• Custom Post Widget https://wordpress.org/extend/plugins/custom-post-widget/ Adds 'content 
blocks' to a widget - without knowing code 

• Google Analyticator: http://wordpress.org/extend/plugins/google-analyticator Adds Google 
Analytics code (a tool to track visits to your site)  

• Google XML SiteMap: https://wordpress.org/extend/plugins/google-sitemap-generator/ Adds a 
sitemap to help the search engines index you better 

• TinyMCE Advanced http://wordpress.org/extend/plugins/tinymce-advanced/  Add on tools for 
your editor tool bar. 

• WordPress Database Backup https://wordpress.org/extend/plugins/wp-db-backup/ 
On-demand backup of your WordPress database.  

• WordFence https://wordpress.org/plugins/wordfence/ 
Security plugin - with a notification system, of when plugins need to be updated 

!



Learn about & find even 
more plugins

!

!

• WordPress’s Plugin Directory http://
wordpress.org/extend/plugins/ 

• Angela Bowman recommends: http://
askwpgirl.com/25-top-wordpress-plugins-you-
should-know-about/
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Backing Up
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Security: Backups  
!

– It is advisable to do backups  
• In case site is lost or hacked 
• Provides a way to recover everything 

– There are several options:  
• WP-DB-Backup - Free Plugin 

–  https://wordpress.org/extend/plugins/wp-db-backup/ 

•  Backup Buddy - Premium Plugin  
–  * http://uniquethink.com/backupbuddy 
– If you have a very active site (3 posts or more a day), you 

should definitely consider investing in this option 
–You will need to set up a storage location for larger 

backups, I recommend AmazonS3 servers
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*Some links are affiliate link, but I only recommend products I have tried and believe are good, solid solutions

.com (720) 771.3271 



Security: Upgrading WP
• Reasons to Upgrade:  

– An important security release (make sure you follow the advice to 
upgrade then) 

– New features (optional to upgrade) 
• When you do upgrade, either:  

– Follow the instructions on WordPress.ORG: http://codex.wordpress.org/
Upgrading_WordPress_Extended  

– Use the auto-upgrade feature 
• Either way, you must do the following: 

• Backup Everything before you begin!  THIS IS CRITICAL, so if something 
goes wrong, you can go back to the older version 

• You must check to make sure your theme and plugins are compatible 
with the new version. If using a customizable theme, remember there 
are custom changes that must be backed up 

• Check minimum hosting requirements, too 
• You can always hire someone, like UniqueThink, to do the upgrade for 

you, if you prefer 
• For more insights, Angela Bowman teaches a WordPress Security Essentials 

Workshop at BDA
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Appearance Section 
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Custom Menus
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Screen Options will let you  
add Posts and Link Target 
to open to a new window

After adding to menu, 
make sure you  
SAVE MENU

Be sure to choose 
Menu location



Default Theme
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You can hit Add New to 
Search for a free theme or 
Upload a premium one



Action Steps: Ask Yourself
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➡ What is your site’s purpose? 
!

➡ How do you want it to look? 
!

➡What kind of media (images/videos) do  
you plan to use? 

!
➡ What do you want it to do (functionality)? 
!

➡ Will you be Blogging? 
!

➡ How will the navigation work? 
!

➡ Do you have mobile visitors?



Finding Themes  
(recommend researching throughly)
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https://wordpress.org/extend/themes/

If you purchase a theme, 
Upload it here or  
Search through Free 
themes with these options



Finding Themes 
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• What to Look for:  
 How it looks and functions 
 Does it have/do what you need 
 Documentation and Support 
 Reviews and Ratings 
 Browser Compatibility 
 Responsive Design - Mobile-Friendly



Themes:  
Where to look for Themes

–  Free Themes 
•  Twenty Twelve and others in series (already uploaded) 

–  These themes come as defaults with WordPress 
–  They offer you a free responsive theme with various features like 

custom headers and backgrounds 

• WP directory 
–  https://wordpress.org/extend/themes/ 

– There are over 2500 Free themes available via the WordPress 
repository.  But be careful, some are not developed very well 

• Google Searches 

– There are tens of thousands - if not more - free themes outside the 
repository. But be careful, some are not developed very well or 
could have dangerous code - read what others users are saying
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Why Pay for a Theme?
• Premium (Paid Themes)  

– StudioPress provides many Premium Theme options for the novice, to use 
right out the box.  Not all are responsive, yet 

– *http://bit.ly/studiopresswpthemes 

– Theme Forest Distribution Site like Amazon for Theme 

• Like any forest, don’t get lost and be on the look out for the bad wolf 
(poorly developed theme - not updated for latest WP and browsers) 
- * http://themeforest.net?ref=uniquethink 
- Favorite Developer: http://themeforest.net/user/ThemeBlvd?
ref=uniquethink 

Theme Blvd Themes By far, my favorite theme developer.  

Lots of theme options, easy to create child themes to 
customize, great organization, clean coding, many shortcodes 
and page templates.  Responsive Design 

Favorite Theme by ThemeBlvd is Akita  

» * http://uniquethink.com/akita  

*Some links are affiliate link, but I only recommend products I have tried and believe are good, solid solutions
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Installing a Premium Theme
• When you purchase a premium theme, you will download a 

ZIP file that has many items in it. 

• Unzip the zip file 

• Locate the folder that has the theme files in it (hopefully this is 
zipped, if not, zip it) 

• In WordPress go to Themes > Install New > Upload  

• After uploading, Activate the theme 

– If there is a child, active that one, not the main framework 

• Find the Theme Options in the WordPress dashboard (either 
under Appearance or it’s own section) to set the theme’s 
various options 

• Read the theme documentation!!!
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Tips for Premium Themes Help

• After you unzip the download file, look 
for the theme’s documentation folder 

• Most premium themes have some sort of 
online forum or support to ask questions 
or read documentation 

• Email theme developer for support, but 
read the documentation FIRST
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Summarizing themes
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Finding Themes  
(Recommendations)
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Free Premium



Finding Themes  
(Recommendations)
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Free

Premium

https://wordpress.org/extend/themes/

http://themeforest.net/user/ThemeBlvd?ref=uniquethink

http://bit.ly/studiopresswpthemes

I suggest Akita from ThemeBlvd

Some of StudioPress themes aren’t Responsive Design - look for ones that note it!

*Some links are affiliate link, but I only recommend products I have tried and believe are good, solid solutions



Themes:  
What to keep in mind

– Not created equal 
•  Anyone can create a theme 
•  Hackers can create ones with bad code 
•  Read reviews 
•  Check specs:  

– Version Support 
–  Browser Support 
–  Features
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Theme Specific Options

•  Since themes are created by individuals, they 
could have multiple Theme Options or None 

•  Check the Themes section, you may see:  
– Theme Options 
– Background 
– Header or Custom Header 

•  Look on Admin Sidebar for Theme name, it 
may have a whole section dedicated to that 
specific theme’s options
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Questions about what we 
covered today?
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Action Step Ideas

32

✓ Explore themes on the test site  
-  Don’t worry, you can always go back 
to the default theme 

✓ Change out Widgets  
✓ Add a plugin 
✓ Review the backup and upgrade 

instructions 
✓ Take a look at the Bonus Material 
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• UniqueThink.com Helps Build Your 
Complete Online Presence with: 
!
• WordPress Websites & Blogs 
• Social Media 
• EMail Marketing 
• Web Usability and SEO Lite 

• Bethany Siegler can be reached at 720.771.3271 
or email at Bethany@UniqueThink.com 



!

!

Bonus Materials
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Settings
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General Settings
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Make sure to adjust 
the timezone!!!

If you are doing scheduled 
posts, this is very important



Writing Settings
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It is up to you if you  
want to change anything  
on this page, most of the default 
will work for most  
people’s sites/blogs

You can set this to allow for  
posting to your blog through email



Reading Settings
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Media Settings
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Permalinks  
!

– makes your urls more useful, easier to read 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Comments Section
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Discussion Settings: 
Comments/Avoiding Spam
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These are the settings 
 I suggest



Monitoring Comments:  
Example of Email You’ll Receive  
about moderating a comment
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Monitoring Comments:  
Comment Managment Section: How to Moderate 

Comments from within Admin Section
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Akismet: Spam Management
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Users
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Managing Users
– Different user levels give options to do different 

things:  
• Administrator - Somebody who has access to all the 
administration features 

•Editor - Somebody who can publish and manage posts 
and pages as well as manage other users' posts, etc. 

•Author - Somebody who can publish and manage 
their own posts  

•Contributor - Somebody who can write and manage 
their posts but not publish them 

•Subscriber - Somebody who can only manage their 
profile

* Above descriptions from: https://codex.wordpress.org/Roles_and_Capabilities 
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Managing Users
– changing admin default, if needed

• Your Username should NOT be Admin  

• This is the default for WordPress and known by spammers (Meaning: it is 
the first thing they will try, if they want to break into your site) 

• Steps, if Admin is your Username:  
– Change the current Admin Username’s email address to 

you@yourdomain.com (it doesn’t allow you to have two users with 
the same email address and this user is going away, so it doesn’t 
need to be a real address) 

– Add a new user (with Admin level rights) and your actual email 
address 

– Change Your Nickname, to be different than the Username - to 
hide it from potential hackers 

– Log out and log in as the new user, then delete the Admin 
account and Assign all Posts to the new user 

• Your Password should be unique and secure.  You should never share it with 
anyone.  Just create an additional user, with appropriate role, if you have 
someone else working on the site
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Managing Users
– Setting nicknames and publicly displayed 

names 
• For security reasons: Don’t use your Username 
publicly
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Tools Section
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Import and Export
– If you are moving to or from WordPress, you 

may be able to easily import or export your 
content - which lives within a database
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Resources

• WordPress.org: http://wordpress.org/ 
• WordPress Plugin Directory: https://wordpress.org/

extend/plugins/ 
• WordPress Themes Directory: https://wordpress.org/

extend/themes/ 
• How-To Videos from WordPress.com: http://

wordpress.tv/category/how-to/
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Hosting Service Providers
Here	
  are	
  a	
  few	
  hos+ng	
  solu+ons	
  I	
  recommend:	
  	
  !
HostMonster:	
  This	
  company	
  has	
  a	
  low	
  yearly	
  price,	
  24	
  hour	
  Utah	
  based	
  “technical	
  support”	
  (not	
  just	
  customer	
  support,	
  but	
  folks	
  who	
  can	
  answer	
  
technical	
  quesIons)	
  and	
  are	
  good	
  with	
  WordPress/security	
  and	
  backup	
  issues:	
  
hOp://www.hostmonster.com/track/uniquethink/	
  !
They	
  also	
  recently	
  added	
  a	
  “PRO”	
  account	
  –	
  which	
  is	
  more	
  money,	
  but	
  provides	
  faster	
  speed,	
  your	
  own	
  dedicated	
  IP	
  address,	
  and	
  more	
  !
BlueHost	
  is	
  the	
  sister	
  company	
  of	
  HostMonster	
  and	
  offers	
  the	
  same	
  product	
  for	
  about	
  $1	
  more	
  a	
  month	
  –	
  and	
  are	
  a	
  
recommended	
  WordPress.ORG	
  vendor:	
  
hOp://www.bluehost.com/track/unqiuethink/	
  !
HostGator:	
  This	
  company	
  has	
  reasonable	
  monthly	
  plans	
  and	
  uses	
  renewable	
  energy	
  –	
  they	
  are	
  also	
  a	
  good	
  choice	
  for	
  folks	
  with	
  are	
  planning	
  to	
  have	
  a	
  
store	
  on	
  their	
  site.	
  They	
  also	
  offer	
  plans	
  for	
  sites	
  that	
  might	
  grow	
  too	
  large	
  or	
  prefer	
  not	
  to	
  be	
  on	
  a	
  shared	
  server	
  (which	
  I	
  can	
  explain	
  beOer,	
  if	
  you	
  
have	
  a	
  need	
  for	
  this):	
  
hOp://secure.hostgator.com/cgi-­‐bin/affiliates/clickthru.cgi?id=bethink	
  !
WP	
  Engine:	
  This	
  company	
  is	
  considerably	
  more	
  expensive,	
  but	
  has	
  a	
  lot	
  to	
  offer.	
  They	
  specialize	
  in	
  hosIng	
  WordPress	
  sites,	
  do	
  backups	
  and	
  upgrades	
  
for	
  you,	
  so	
  you	
  don't	
  have	
  to	
  worry	
  about	
  doing	
  them	
  on	
  your	
  own.	
  The	
  one	
  draw	
  back	
  is	
  	
  they	
  do	
  their	
  support	
  via	
  email,	
  not	
  phone.	
  If	
  you	
  are	
  not	
  
the	
  type	
  to	
  maintain	
  updates	
  on	
  your	
  site,	
  you	
  should	
  seriously	
  consider	
  this	
  type	
  of	
  opIon	
  (or	
  one	
  of	
  the	
  other	
  plans	
  and	
  then	
  hire	
  someone	
  to	
  do	
  
the	
  maintenance	
  for	
  you):	
  hOp://uniquethink.com/wpengine	
  !
HostMonster,	
  BlueHost	
  and	
  HostGator	
  were	
  all	
  recently	
  purchased	
  by	
  EIG,	
  who	
  owns	
  many	
  other	
  hosIng	
  companies.	
  !
There	
  are	
  a	
  lot	
  of	
  companies	
  I	
  would	
  not	
  recommend,	
  they	
  either	
  for	
  price,	
  security	
  or	
  other	
  factors,	
  so	
  please	
  consider	
  of	
  these	
  as	
  an	
  opIon.	
  	
  !
I	
  typically	
  encourage	
  folks	
  to	
  purchase	
  their	
  domain	
  name	
  registraIon	
  somewhere	
  else	
  and	
  then	
  point	
  it	
  to	
  your	
  hosIng	
  company	
  (think	
  of	
  it	
  like	
  
forwarding	
  a	
  phone	
  number).	
  	
  The	
  reason	
  for	
  this	
  is	
  if	
  you	
  ever	
  want	
  to	
  change	
  hosIng	
  companies,	
  it	
  is	
  potenIally	
  easier.	
  !
These	
  are	
  affiliate	
  links,	
  but	
  the	
  reason	
  I	
  recommend	
  them	
  is	
  because	
  I	
  think	
  they	
  are	
  beOer	
  soluIons	
  than	
  other	
  providers	
  like	
  GoDaddy	
  and	
  Network	
  
SoluIons.	
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• UniqueThink.com Helps Build Your 
Complete Online Presence with: 
!

• WordPress Websites & Blogs 
• Social Media 
• EMail Marketing 
• Web Usability and SEO Lite 

• Bethany Siegler can be reached at 720.771.3271 
or email at Bethany@UniqueThink.com 
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