
WordPress



First Steps

1. Check your email for details

2. Go to http://yourname.creativeanddigitalmarketing.com

3. This is the home page of your website

http://yourname.creativeanddigitalmarketing.com
http://yourname.creativeanddigitalmarketing.com


Add /wp-admin

1. To access the backend of your website, add /wp-admin to your web address

2. http://yourname.creativeanddigitalmarketing.com/wp-admin 

http://yourname.creativeanddigitalmarketing.com/wp-admin
http://yourname.creativeanddigitalmarketing.com/wp-admin


Login

1. Login to your account

2. Username: admin

3. Password: password



WordPress Dashboard

• To add pages, themes and plugins, 
use the left side Dashboard menu
•To log out, select  Howdy, admin at 
the top right of the dashboard



Change your Permalinks

• In your Wordpress Dashboard 
select 
Settings - Permalinks

• In the Permalink Settings 
section, select Post Name
 
• or a URL format that’s easy to 
search and use, instead of the 
Default numerical setting

      http://marketing/home

           is better than

    http://marketing/?p-123867

• Select Save Changes

http://marketing/home
http://marketing/home
http://marketing/?p-123867
http://marketing/?p-123867


Create pages
• To create a new web Page, 
select Pages - Add New



Create Home page

• In the Add New Page section, add a title 
for your web page in the title text field

• Select the Visual tab above the page 
content area and enter the contents of your 
page in the Page Content Area

• Select Publish to save your web page



Leave Blog page content blank

• When you create you 
Blog page, leave the 
page content empty

•WordPress 
automatically fills this 
page with you Blog 
Posts



Change Reading Settings

• Select Settings - Reading
to choose the home page for 
your website
• Select the radio button: 
A static page

• For Front page: choose your 
Home page from the drop 
down menu

•For Posts page: choose your 
Blog page

•Select Save Changes



View your website
• When you have updated your  
Reading Settings,
select your website name at the 
top of the dashboard and 
choose View Site, or right 
click / ctrl-click to select 
Open Link in New Tab



Check for Permalink Errors

• Check that your Home page appears as the first page in your website 

• Check that your Blog page is displaying the default blog post “Hello World”

• Check that these pages appear in the menu and that the menu links work



Change User Details
• To change your profile 
settings, select 
Users - Your Profile

Here you can change you 
name, email and contact details



Make a new Password

• You can change your password by 
entering a new password into the 
New Password text field.

• When you select Update Profile, 
your new password will be emailed 
to the email address in your 
Profile - Contact Info section

• Select Update Profile



Title and Tagline
• To change your Site Title, 
select Settings - General to go 
to General Settings

• Enter a new title in the       
Site Title text field. This will be 
the main title displayed in your 
website header

• Enter a new tagline in the 
Tagline text field. This will be 
displayed below your main title 
in your website header

• Select Save Changes to 
save these changes



Change Header and Background



Add a Custom Header image

• To add a Custom Header image, select 
Appearance - Header - Choose File
• This opens a window on your computer
• Look for .jpeg or .png image files



Choose an image from your computer

• Find an image on your computer, select the image 
file and select Choose
• The image cannot exceed 16 megabytes in file 
size, this is the maximum file size that Wordpress 
allows you to upload
• The image size in pixels for the header should be 
940 pixels wide by 188 pixels high
• If the image size is larger than this, it will be 
cropped to fit 940x188



Select Upload

• Select Upload to add the image as a 
Custom Header image



Select Crop and Publish

• The image size in pixels for the header should be 940 pixels wide by 188 
pixels high
• If the image size is larger than this, it will be cropped to fit 940x188
• Select Crop and Publish to switch to the new header image



The Header image is updated

• The new Custom Header Image now 
appears in the Preview image box



Save the Changes

• The new Custom Header Image 
appears in the Uploaded images box
• Select Save Changes



View your new Header image



Add a Custom Background colour

• To choose a Custom Background colour 
for your theme, select Appearance - 
Background - Select Color



Select Color

• When you click Select Color a colour 
wheel appears
• Click on the wheel to find a colour
• Select Save Changes
• The colour now appears in the 
Background Image Preview box



View your new Custom Background colour



Add a Custom Background Image

• To add a Custom Background Image 
for your theme, select Appearance - 
Background - Choose File



Choose an image from your computer

• Find an image on your computer, select the image 
file and select Choose
• The image cannot exceed 16 megabytes in file 
size, this is the maximum file size that Wordpress 
allows you to upload



Select Upload

• Select Upload to add the image as a 
Custom Background image



The Custom Background Image is updated

• The new Custom Background Image 
appears in the Preview box



Save Background Image

• In the Display Options section:
• Position: Left - Aligns the image to the 
left side of the page
• Repeat: Tile - The image repeats and 
covers the the background
• Attachment: Scroll - The image 
moves when the page is scrolled
• Select Save Changes



View your new Custom Background image



Themes



Choose a Theme

• Select Appearance - Themes

• Select the Install Themes tab



Search for Weaver II

• Enter Weaver 2 in the “Search for themes by keyword” text field

• Select Search



Install Weaver II
• Select Install Now below the 
Weaver II Theme 



Activate the Theme
• Select Activate to switch to  
the Weaver II Theme 



View the new Theme

• To view the theme options, select Appearance - Weaver II Admin



Weaver 2 Admin



Choose a Sub-Theme
• To view the theme options, select 
Appearance - Weaver II Admin

• In the Weaver II Themes Tab 
scroll down to view the names of 
each Sub-Theme



Browse the Sub-Themes

• Choose a theme name from the drop-down menu 



Set to Selected Sub-Theme

• After you choose your sub-theme,
select Set to Selected Sub-Theme



View your new Theme



Weaver 2 Layout Settings



Select Appearance - Weaver 2 Admin 
- Main Options - Layout

• In the Layout settings, the width of the 
Theme is determined in the Theme 
Width setting. Default is 940px



The Theme Width default
is 940 pixels wide



Select Appearance - Weaver 2 Admin 
- Main Options - Layout

• In the Layout settings, change the 
width of the Theme by entering a 
number in the Theme Width setting.
• Select Save Settings



The Theme Width is changed



The Theme Width can be 
Flexible or Fixed



The Theme is flexible, so when the browser window 
is resized, the Theme automatically adjusts to fit

the new window size



The option to change the Theme Width 
to Fixed is found in - Main Options - Layout



Set the Theme Width to Fixed in 
- Main Options - Layout, and Save Settings



The Theme is Fixed, so when the browser window 
is resized, the Theme does not adjust to fit

the new window size



The position of the Sidebars 
can be changed



To change the Sidebar Layout select
- Main Options - Layout

• In the Sidebar Layout section, select
a sidebar setting for Blog, Post and 
Page Default from the drop down menu



To change the Sidebar Layout select
- Main Options - Layout

• In the Sidebar Layout section, select
Single column sidebar on Left for 
Blog, Post and Page Default from the 
drop down menu

•Select Save Settings



The Sidebar is now positioned 
on the Left side of the Theme



To remove the Sidebars from the Theme,
 select - Main Options - Layout

• In the Sidebar Layout section, select
No sidebars, one column content for 
Blog, Post and Page Default from the 
drop down menu



To remove the Sidebars from the Theme,
 select - Main Options - Layout

• In the Sidebar Layout section, select
No sidebars, one column content for 
Blog, Post and Page Default from the 
drop down menu

• Select Save Settings



The Sidebars are removed 
from the Theme



The Sidebar Layout can also be edited
from the Pages editing area

• In the Wordpress Dashboard select 
Pages - All Pages

• Select a Page to Edit



In the Edit Page section, scroll down



In Weaver 2 Options For This Page section, 
select a Sidebar Layout from the drop down menu



Choose a Sidebar Layout from the 
drop down menu and scroll up



Select Update to save the 
Sidebar Layout settings



The Sidebar Layout settings 
have been changed



The contents of the Widgets in the Sidebar can 
be changed in Appearance - Widgets



The contents of the Widgets in the Sidebar can 
be changed in Appearance - Widgets

Click the Arrow to open 
the Widget Area box



The Sidebars Width can be changed in 
Appearance - Weaver 2 Admin - Main Options - Layout



Select Main Options - Layout
and scroll down



Enter a number in the Sidebar Wrappers
Properties section for the Default Width



Select Save Settings



The Sidebar Width is changed
















