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Getting Started with WordPress 
 

1. Visit your own WordPress site.  The link to your own site, along 
with your username and temporary password, was included in 
your WordPress setup e-mail from IS&T.  Contact Eric Jarvis or 
IS&T for assistance. Your WordPress address is school 
initials.slcusd.org/wordpress/username  In my case my 
address is te.slcusd.org/wordpress/ejarvis   

2. The initial page shows my blog title and tagline.  It also has one 
Post and one Page. We will be editing the title and tagline and 
adding pages and posts shortly. 

   

3. Letôs begin by logging into our WordPress site.  The link to the 
login page is found within the Meta widget.  Changing your 
WordPress theme can cause this widget to go away.  Add /wp-
admin to the end of your WordPress URL if this happens.  The log-
in link may be added again if it does go away.  

 
 

4. Your username and password were sent to you in an e-mail from 
IS&T. The initial password is very long, weôll be changing it shortly.  
I recommend copying the password so that you can simply paste it 
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into the password field. 

 

5. Click ñLost your password?ò if you canôt find the WordPress Setup 
e-mail you were sent. 
 

6. This will bring you to the Dashboard within the within the 
WordPress Site Administration section.  You may quickly post a 
message using the QuickPress as shown below.  Clicking 
Publish post your message online. 

 

7. All the categories of WordPress functions appear on the left side 
of your screen.  Clicking on the gray band expands the menu. 

8. The first thing we are going to want to do is to change our 
password.  Click on the Users section, and then click Your 
Profile. 

9. Scroll to the bottom of the Users page, and type in your desired 
password two times.  Then click Update Profile. 
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10. We will now change the way your name is displayed when adding 
a post or page.  Scroll up to Name.  Leave your Username as it is.  
This is what you use to log in.  You may add a first and last name.  
I used Mr. as my first name and Jarvis as my last name.  I then 
selected Mr. Jarvis as how Iôd like my name displayed.  Click 
Update. 

 

11. We will now name our ñblogò or WordPress site.  Click Settings to 
expand that menu.  Then click General. 

 

12. The Blog Title will appear in large letters at the top of your 
WordPress page.  The Tagline will appear in smaller letters 
beneath it.  Check over the other settings and then click Save 
Changes. 

 

13. We will now use QuickPress to publish a post. Click Dashboard if 
you donôt see the QuickPress Option.  Write in a short title and a 
short amount of content.  Then click Publish. 
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14. Click the title of your post to view your added post. 

 

15. Because you are logged in as an administrator, you will see the 
option to edit your post.  Also not that this post is not in a specific 
category.  We will add to and edit categories later.   

 

16. To go back to our Dashboard or Settings section, you may  
click your username, and then select Dashboard from the drop-
down window at the top menu.  This menu appears after youôve 
logged on to your WordPress site.  Also, the Log-in link changes to 
Site Admin after youôve logged in and also takes you to your 
Dashboard. 

 

 

17. Once back in the site administration section, click select 
Categories from under the Posts pane.  Viewers have the option 
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of limiting their own view to posts in one category. 

 

18. You may have several categories.  Letôs add one called Classroom 
News.  The Category Name is all you need. The other fields are 
optional.  Click Add Category. 

 

19. We can change the name of the Category called ñUncategorizedò 
by clicking Quick Edit.   

 

20. After click Quick Edit, you change the name of this category. The 
slug is optional, but donôt use space in naming the slug.  Click 
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Update Category to save changes. 

 

21. We will now set up our ñDefaultò category for new entries.  Click 
Writing under the Settings pane. 

 

22. Change the Default Post Category to your category you plan to 
use most often. 

 

23. Now letôs add another post using the full-featured WYSIWYG 
editor.  Click New Post in the top right-hand corner of the 
Dashboard.  

 

24. Type in your Heading.  Then click on the icon furthest to the right 
to show all tools. 

 

25. The WYSIWIG Editor looks like the image below. 
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26. You may add a image to your post by clicking Upload/Insert 
image. 

 

27. Then click Select Files. 

 

28. Choose an image and double click int.  Then select the alignment 
and size of the photo.  Finally, click Insert into Post. 

 

29. The photo will then be placed into the post.  It works in the same 
manner for Pages. 

 
 


