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WordPress Administration 

New To WordPress - Where to Start 

If you are new to WordPress and you're worried about where to start, 
you've come to the right place! Here is a very simple step-by-step plan 
for getting started with WordPress. Please remember, if you need help 
along the way, plenty of options for assistance are listed in this article. 
Welcome to the exciting world of WordPress!  

Step One - Read 

Before you invest your valuable time and energy into installing 
WordPress, there are some documents you need to read. WordPress is 
a great product; it's easy-to-use, it's quite powerful, but it isn't 
necessarily the right software for everyone. Just like building a house, 
you have to use the right tool for the right job. Consider creating a PDF 
to read at your leisure.  

 About Weblogs - What is Blogging all about?  

 What is WordPress?  

 WordPress Features  

 Before You Install WordPress  

Step Two - Make a Plan 

Based upon the information you've just read, including instructions on 
installing WordPress, you should have a list of the things you need, and 
the things you need to do. If not, make that list now--you'll want to make 
sure it includes the following information:  

 Website Host Requirements Checked and Verified  

 Versions of PHP and MySQL Checked and Verified  

 Web Host Compatibility with New Versions of WordPress  

 Your Website Username and Password  

 Text Editor Software  

 An FTP Client Software  

 Your Web Browser of Choice  

I C O N  K E Y  

1  Valuable information 

! Special note 

: Online resource 

SOURCE INFORMATION 

http://codex.wordpress.org/N
ew_To_WordPress_-
_Where_to_Start.  Following 
the links in this file (press 
Shift + Click on the link) will 
open up a browser window 
with more information on the 
topic of your choosing. 

http://www.wordpress.org/
http://codex.wordpress.org/New_To_WordPress_-_Where_to_Start#Need_More_Help
http://codex.wordpress.org/Creating_a_PDF_of_a_Codex_Article
http://codex.wordpress.org/Introduction_to_Blogging
http://codex.wordpress.org/WordPress
http://codex.wordpress.org/WordPress_Features
http://codex.wordpress.org/Before_You_Install
http://codex.wordpress.org/Hosting_WordPress
http://codex.wordpress.org/Hosting_WordPress
http://codex.wordpress.org/Core_Update_Host_Compatibility
http://codex.wordpress.org/Glossary#Text_editor
http://codex.wordpress.org/FTP_Clients
http://codex.wordpress.org/New_To_WordPress_-_Where_to_Start
http://codex.wordpress.org/New_To_WordPress_-_Where_to_Start
http://codex.wordpress.org/New_To_WordPress_-_Where_to_Start
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The following documents will help you understand more about how 
WordPress works and how to make a plan for your WordPress site:  

 WordPress Features  

 First Steps With WordPress  

 WordPress Lessons  

It is important to make a plan about how you want to use WordPress on 
your site. Here are some questions to ask yourself.  Make a list of the 
answers so you can add to your plan.  

 Will you install WordPress in the root directory, subdirectory, or you just 
want to make a test site to make sure you want to use it?  

 Have you made a list of your site Categories? Understand that 
WordPress can only order Categories alphabetically by name or by ID 
(order entered through the Manage > Categories screen), so if the 
display order of your Categories is important to you, start making your 
list of Categories.  

 Have you made a list of Pages you may want to add to your site, such 
as About, Contact, or Events?  

Step Three - Install WordPress 

With this information and your plan, it's time to install WordPress.  

 Before You Install WordPress  

 Installing WordPress  

 Hosting WordPress  

 Editing the wp-config.php file  

 Frequently Asked Questions About Installing WordPress  

 Using FTP Clients and Software  

 Changing File Permissions  

 Upgrading WordPress  

 Common Installation Problems  

 Trouble: I Can't Login  

http://codex.wordpress.org/WordPress_Features
http://codex.wordpress.org/First_Steps_With_WordPress
http://codex.wordpress.org/WordPress_Lessons
http://codex.wordpress.org/Glossary#C
http://codex.wordpress.org/Administration_Panels#Manage_-_Change_your_content
http://codex.wordpress.org/Administration_Panels#Categories
http://codex.wordpress.org/Pages
http://codex.wordpress.org/Before_You_Install
http://codex.wordpress.org/Installing_WordPress
http://codex.wordpress.org/Hosting_WordPress
http://codex.wordpress.org/Editing_wp-config.php
http://codex.wordpress.org/FAQ_Installation
http://codex.wordpress.org/FTP_Clients
http://codex.wordpress.org/Changing_File_Permissions
http://codex.wordpress.org/Upgrading_WordPress
http://codex.wordpress.org/Installing_WordPress#Common_Installation_Problems
http://codex.wordpress.org/Login_Trouble
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Step Four - Set Up WordPress 

With your installation complete, it's time to set up WordPress so it will 
work the way you want it to work. As you change various settings, it is 
recommended you view how those changes impact your site by 
frequently clicking the View Site link at the top of the Administration 
Screen. Though you may choose to do these steps in any order, your 
site will cause you fewer problems if you proceed in the following order:  

 Users > Your User Profile - set the user information you want published 
on your site  

 Your User Profile > Other Users - add authors and users that will be 
using your site, if applicable  

 Options > General - set your site name and other site information  

 Options > Writing - set the settings of your Write Post screen  

 Options > Reading - set how many posts to show on the front page and 
in categories and your feed requirements  

 Options > Discussion - Turn on or off comments and set how to handle 
them  

 Manage > Categories - add a few categories to get started from your 
category list  

 Manage > Posts - After you have written a few posts, this is where you 
will manage them by editing or deleting  

 Presentation > Themes - maybe change the look of your site?  

 Manage > Pages - add a Page or two like "About Us" or "Contact Me"  

 Write > Write Post - start adding content to your site  

 Writing Posts - step-by-step instructions on writing posts  

Take time to explore the WordPress Codex site, the official 
documentation site for WordPress. You'll find helpful information by 
reading WordPress Lessons, and these helpful documents:  

 Introduction to Dealing with Comment Spam  

 Moderating Comments  

 Using the Links Manager  

 WordPress in Languages Other than English  

SOURCE INFORMATION 

http://codex.wordpress.org/N
ew_To_WordPress_-
_Where_to_Start.  Following 
the links in this file (press 
Shift + Click on the link) will 
open up a browser window 
with more information on the 
topic of your choosing. 

http://codex.wordpress.org/Administration_Panels
http://codex.wordpress.org/Administration_Panels#Users_-_Your_Blogging_Family
http://codex.wordpress.org/Administration_Panels#Your_Profile
http://codex.wordpress.org/Registered_User_Features
http://codex.wordpress.org/Administration_Panels#Your_Profile
http://codex.wordpress.org/Administration_Panels#Authors_.26_Users
http://codex.wordpress.org/User_Levels
http://codex.wordpress.org/Administration_Panels#Options_-_Configuration_Settings
http://codex.wordpress.org/Administration_Panels#General
http://codex.wordpress.org/Administration_Panels#Options_-_Configuration_Settings
http://codex.wordpress.org/Administration_Panels#Writing
http://codex.wordpress.org/Administration_Panels#Options_-_Configuration_Settings
http://codex.wordpress.org/Administration_Panels#Reading
http://codex.wordpress.org/Administration_Panels#Options_-_Configuration_Settings
http://codex.wordpress.org/Administration_Panels#Discussion
http://codex.wordpress.org/Administration_Panels#Manage_-_Change_your_content
http://codex.wordpress.org/Administration_Panels#Categories
http://codex.wordpress.org/Administration_Panels#Manage_-_Change_your_content
http://codex.wordpress.org/Administration_Panels#Posts
http://codex.wordpress.org/Administration_Panels#Presentation_-_Change_the_Look_of_your_Blog
http://codex.wordpress.org/Using_Themes
http://codex.wordpress.org/Administration_Panels#Manage_-_Change_your_content
http://codex.wordpress.org/Administration_Panels#Pages
http://codex.wordpress.org/Pages
http://codex.wordpress.org/Administration_Panels#Write_-_Make_some_content
http://codex.wordpress.org/Administration_Panels#Write_Post
http://codex.wordpress.org/Writing_Posts
http://codex.wordpress.org/Main_Page
http://codex.wordpress.org/WordPress_Lessons
http://codex.wordpress.org/Comment_Spam
http://codex.wordpress.org/Comment_Moderation
http://codex.wordpress.org/Links_Manager
http://codex.wordpress.org/Localization
http://codex.wordpress.org/New_To_WordPress_-_Where_to_Start
http://codex.wordpress.org/New_To_WordPress_-_Where_to_Start
http://codex.wordpress.org/New_To_WordPress_-_Where_to_Start
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Presentation and Themes 

With the new WordPress version 1.5, changing the look of your 
WordPress website is possible with just a few clicks. Here is a list of 
resources and information about changing the look of your site with 
WordPress Themes.  

 Using WordPress Themes  

 Blog Design and Layout  

 Using Pages  

At this point, there may be something about your Theme choice that is 
bothering you, or, you really want to get your hands dirty understanding 
how your WordPress Theme works. These simple guides to help 
customize your WordPress Theme:  

 Lessons: Designing Your WordPress Site  

 CSS Overview, Tips, Techniques, and Resources  

 Stepping Into Templates  

 Lessons: Template Files  

 Stepping Into Template Tags  

 Lessons: Working With Template Tags  

 WordPress Template Tags  

 Understanding the WordPress Loop  

 The WordPress Loop in Action  

 Editing Files in WordPress  

 Frequently Requested Design Help  

 Frequently Asked Questions about Site Layout and Design  

If you want to create a new WordPress Theme from scratch, or do major 
renovations, or even design WordPress Themes for public release, you 
will need to be familiar with HTML, XHMTL, and CSS. The following 
documents will get you started:  

 Developing Your Own WordPress Theme  

 Designing Themes for Public Release  

 Validating a Website  

http://codex.wordpress.org/Using_Themes
http://codex.wordpress.org/Blog_Design_and_Layout
http://codex.wordpress.org/Pages
http://codex.wordpress.org/WordPress_Lessons#Designing_Your_WordPress_Site
http://codex.wordpress.org/CSS
http://codex.wordpress.org/Stepping_Into_Templates
http://codex.wordpress.org/WordPress_Lessons#Templates
http://codex.wordpress.org/Stepping_Into_Template_Tags
http://codex.wordpress.org/WordPress_Lessons#Template_Tags
http://codex.wordpress.org/Template_Tags
http://codex.wordpress.org/The_Loop
http://codex.wordpress.org/The_Loop_in_Action
http://codex.wordpress.org/Editing_Files
http://codex.wordpress.org/Blog_Design_and_Layout#_Frequently_Requested_Design_Help
http://codex.wordpress.org/FAQ_Layout_and_Design
http://codex.wordpress.org/Know_Your_Sources
http://codex.wordpress.org/Theme_Development
http://codex.wordpress.org/Designing_Themes_for_Public_Release
http://codex.wordpress.org/Validating_a_Website
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 Lessons: Website Development  

 CSS Fixing Browser Bugs  

 CSS Troubleshooting  

 Positioniseverything  

 Position is Everything's 3 Complex Column - Perched on a Lily Pad  

 Position is Everything Piefecta 3-Column Layout  

If you want a custom-made WordPress Theme created especially for 
you by expert web-designers, it is recommended you search for 
qualified web-designers on the Internet, or look in your local community, 
or draw from the List of Recommended Web Page Designers by 
Laughing Squid.  

 

Adding Plugins 

There are many "add-on" scripts and programs for WordPress called 
Plugins that add more capabilities, choices, and options to your 
WordPress site. WordPress Plugins do many things, including; 
customizing the results of your site information, adding weather reports, 
adding spell check capability, and presenting custom lists of posts and 
acronyms. For more on how to work with Plugins and where to find 
WordPress Plugins for your site:  

 Managing Plugins  

 Plugins  

 http://www.wp-plugins.org/  

 http://www.wp-plugins.net/  

 Bloggingpro List of Plugins  

Advanced Use of WordPress 

Now that you are familiar with the basic features and functions of how 
WordPress works, it might be time for you to plunge deeper into the 
power of WordPress. The links below will expand your familiarity with 
PHP, HTML, XHTML, and CSS:  

 Lessons: WordPress Feature and Functions  

 Lessons: WordPress Tech Techniques  

 Using Permalinks  

http://codex.wordpress.org/WordPress_Lessons#Website_Development
http://codex.wordpress.org/CSS_Fixing_Browser_Bugs
http://codex.wordpress.org/CSS_Troubleshooting
http://www.positioniseverything.net/
http://www.positioniseverything.net/guests/3colcomplex.html
http://www.positioniseverything.net/piefecta-rigid.html
http://laughingsquid.net/faq/webdesigners.php
http://laughingsquid.net/faq/webdesigners.php
http://laughingsquid.net/faq/webdesigners.php
http://codex.wordpress.org/Plugins
http://codex.wordpress.org/Managing_Plugins
http://codex.wordpress.org/Plugins
http://www.wp-plugins.org/
http://www.wp-plugins.net/
http://www.bloggingpro.com/archives/category/wordpress-plugins/
http://codex.wordpress.org/WordPress_Lessons#Features_and_Functions
http://codex.wordpress.org/WordPress_Lessons#WordPress_Tech
http://codex.wordpress.org/Using_Permalinks
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 Photoblogs and Galleries  

 WordPress Advanced Techniques  

 Advanced Techniques for Plugins and Customization  

 WordPress Server and Database Information  

 Developer Documentation  

Need More Help 

As simple and easy as it is to use WordPress, if troubles arise, if 
something is confusing, if things aren't working, don't despair because 
help is available! Even though WordPress is free and open source, 
there are literally hundreds of volunteers eager to help you. Here are 
some helpful resources for WordPress:  

 FAQ  

 Getting More Help  

 Using the Support Forums  

 WordPress Forum  

 IRC Freenode WordPress Support on channel #wordpress  

 WordPress IRC Live Help  

And Finally 

Now that you're a full fledged WordPress user, consider contributing to 
the WordPress Codex, Support Forum, Development, and other 
volunteer efforts that keep WordPress going. WordPress is free and 
totally supported by volunteers, and your help is needed. 

http://codex.wordpress.org/Photoblogs_and_Galleries
http://codex.wordpress.org/Advanced_Topics#WordPress_Advanced_Techniques
http://codex.wordpress.org/Advanced_Topics#_WordPress_Plugins_and_Customization
http://codex.wordpress.org/Advanced_Topics#Server_and_Database_Information
http://codex.wordpress.org/Developer_Documentation
http://codex.wordpress.org/FAQ
http://codex.wordpress.org/Getting_More_Help
http://codex.wordpress.org/Using_the_Support_Forums
http://www.wordpress.org/support
http://codex.wordpress.org/IRC
http://codex.wordpress.org/WordPress_IRC_Live_Help
http://codex.wordpress.org/Codex:Community_Portal
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Understanding Administrators 

This section describes the range of tasks that usually carried out only by 
Administrators. 
 

Managing Users 
WordPress has the incredibly useful ability to define different levels of users. It 
doesn't have the level of power that you get with full content management 
systems where tens of pages of content are being created daily. However, 
managing users in a complex system can quickly become a full time job and 
the level of control in WordPress is usually perfect for the smaller organization. 
You have five levels (roles) of user: 
 

(1) Administrator The very highest level of user – the Administrator can 
do anything other users can do, as well as: 
a) Change all settings 
b) Switch themes 
c) Activate & edit plug-ins 
d) Edit users 
e) Edit files 
f) Manage options 
g) Import 

 
(2) Editor We recommend that the highest level that someone is assigned 

is Editor – even the administrator will find that the Editor level is 
adequate for most tasks while preventing the possibility of inadvertently 
making a critical change to the site. An Editor can do anything a lower 
level of user can do as well as: 
a) Moderate comments 
b) Manage categories 
c) Manage links 
d) Enter unfiltered html (as in html with any content at all – a 

potentially dangerous facility!) 
e) Edit published posts 
f) Edit other contributor's posts 
g) Edit pages 

 
(3) Author Most people creating content through posts on the website will 

be Authors. An Author can do anything a lower level of user can do as 
well as: 
a) Upload files 
b) Publish posts 

 
(4) Contributor A contributor really doesn't have a great deal of power. 

Contributors can create and edit their own posts, but they can't upload 
images. They can still insert images that have already been uploaded. 
 

WHO CAN DO 

WHAT? NOTES.   

Whether an individual is 

classified as one of these 

varying levels of access is 

indicated by their level of 

technical understanding.  

Administrators and Editors 

have the most privileges 

(access) and Authors, 

Contributors, and Subscribers 

are given less access to 

technical files.  This system 

prevents the unintended 

interference with code files. 
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(5) Subscriber A subscriber can read content on the website and make 
comments. Although depending on your settings for your site, it's 
possible for non-subscribers to make comments also. 

 
 
Here is a screenshot showing current users:  
 

 
 
 
 
These users received passwords and login information when their accounts 
were initiated.  However, accessing the WP Admin Panel 
(http://www.naepc.com/site1/wp-admin) will allow a user to reset his or her 
password using the above user names.  A new temporary password will then 
be sent to the email address on file. 
 

Assigning Capabilities 
Administrators have the special ability to manage capabilities associated with 
each role.  They can select and deselect capabilities for each role, as well as 
create new roles as well.  Access this menu by going to Dashboard > Users > 
Roles.   
 
The next page shows what this menu looks likeé. 
 

Notice the difference between  and  (red x and 
green check).   

http://www.naepc.com/site1/wp-admin


 

 9 

 
 



 

 10 

General Task List and Responsibilities 

TASK RESPONSIBILITY MAY 
DELEGATED TOé 

ADD, EDIT, AND DELETE 

MEDIA (IMAGES, FILES, 
VIDEO) 

INTERNAL STAFF & TECHNICAL STAFF 

(ADMINISTRATOR, EDITOR, AND AUTHOR) 

ADD, EDIT, AND DELETE 

PAGES 
INTERNAL STAFF & TECHNICAL STAFF 

(ADMINISTRATOR, EDITOR, AND AUTHOR) 

ADD, EDIT, AND DELETE 

USERS 
INTERNAL STAFF (ADMINISTRATOR AND EDITOR 

ONLY) 

EVENTS MANAGER 

ADMINISTRATION 
INTERNAL STAFF (ADMINISTRATOR, EDITOR, 
AUTHOR, AND CONTRIBUTOR) 

WIDGETS (ACCESS VIA 

DASHBOARD>APPEARANC

E>WIDGETS) 

INTERNAL STAFF & TECHNICAL STAFF 

(ADMINISTRATOR, AND EDITOR) 

PLUGINS  INTERNAL STAFF & TECHNICAL STAFF 

(ADMINISTRATOR, AND EDITOR) 

EDITOR TECHNICAL STAFF (ADMINISTRATOR, AND 

EDITOR) 

 

Administration Panels 

The Administration Panel provides access to the control features of your 
WordPress installation. Each Administration Panel is presented in 
sections, the header, the main navigation, the work area, and the footer. 
The top portion of all Panels, the header, is featured in dark shading. 
The header shows the name of your blog and a visit site link to your 
blog's main page, a favorites menu, and links to your profile (shown as 
your user name), Turbo, and Log Out. Just below the top shaded area 
are two hanging tabs, Screen Options and contextual Help, which can 
be clicked to expand them.  

ACCESSING YOUR ADMIN 

LOGIN 

Go to 
http://www.naepc.com/site1/w
p-admin  

http://codex.wordpress.org/Administration_Panels#Favorites_Menu
http://codex.wordpress.org/Administration_Panels#Your_Profile
http://codex.wordpress.org/Administration_Panels#Tools_.28Turbo_and_Press_This.29
http://codex.wordpress.org/Administration_Panels#Log_Out
http://codex.wordpress.org/Administration_Panels#Screen_Options
http://codex.wordpress.org/Administration_Panels#Help
http://www.naepc.com/site1/wp-admin
http://www.naepc.com/site1/wp-admin
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On the left side of the 
screen is the main 
navigation menu detailing 
each of the administrative 
functions you can perform. 
Two expand/collapse 
arrows just below 
Dashbord and Comments 
allow the navigation menu 
to collapse to a set of 

icons, or expand (fly-out) to show an icon and description for each major 
administrative function. Within each major function, such as Posts, a 
pull-down arrow is presented upon hovering mouse hovers over the title 
area. A click of that arrow expands the menu to display each of the sub-
The large area in the middle of the screen is the work navigation 
choice, such as adding a new post, is presented and collected.  

Finally, in the footer, at the bottom of each Administration Panel in dark 
shading, are links to WordPress, Documentation, and Feedback. In 
addition, the version of WordPress you have installed is shown. Just 
below the menu tab section, if your version is NOT the latest version, 
you will see the message A new version of WordPress is available! 
Please update now." Click on the provided link to navigate to the 
Upgrade SubPanel.  

Each Panel, referred to as SubPanel, that is accessed via the main 
navigation menu, is presented in the boxes below. The links in those 
boxes will lead you to sections of this article describing those 
SubPanels. From those sections, you can navigate to articles detailing 
more information about each SubPanel. Also, WordPress Screenshots 
shows examples of all the SubPanels.  

Upgrading Wordpress 

Before you get started, make sure you meet the minimum requirements.  

If you consider upgrading because of security issues, ensure that the 
underlying software is kept current as well, for example your PHP 
version or the version of the MySQL database.  

Automatic Upgrade  

Recent versions of WordPress feature an Automatic Upgrade. You can 
launch the automatic upgrade by clicking the link in the new version 
banner (if it's there) or by going to the Tools -> Upgrade menu. After that 
it should be straightforward.  

SOURCE INFORMATION 

http://codex.wordpress.org/Ad
ministration_Panels#Plugins_
-
_Add_Functionality_to_your_
Blog.  This page provides a 
synopsis of the administration 
panels in WordPress. 

SOURCE INFORMATION 

http://codex.wordpress.org/U
pgrading_WordPress.  
Following the links in this file 
(press Shift + Click on the 
link) will open up a browser 
window with more information 
on the topic of your choosing. 

Notice to update 
WordPress version! 

http://wordpress.org/
http://codex.wordpress.org/Main_Page
http://wordpress.org/support/forum/4
http://wordpress.org/download/
http://codex.wordpress.org/Administration_Panels#Upgrade
http://codex.wordpress.org/WordPress_Screenshots
http://wordpress.org/about/requirements/
http://wordpress.org/development/2009/09/keep-wordpress-secure/
http://wordpress.org/development/2009/09/keep-wordpress-secure/
http://wordpress.org/development/2009/09/keep-wordpress-secure/
http://www.php.net/
http://www.php.net/
http://www.php.net/
http://dev.mysql.com/downloads/mysql/
http://codex.wordpress.org/Administration_Panels#Plugins_-_Add_Functionality_to_your_Blog
http://codex.wordpress.org/Administration_Panels#Plugins_-_Add_Functionality_to_your_Blog
http://codex.wordpress.org/Administration_Panels#Plugins_-_Add_Functionality_to_your_Blog
http://codex.wordpress.org/Administration_Panels#Plugins_-_Add_Functionality_to_your_Blog
http://codex.wordpress.org/Administration_Panels#Plugins_-_Add_Functionality_to_your_Blog
http://codex.wordpress.org/Upgrading_WordPress
http://codex.wordpress.org/Upgrading_WordPress
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Automatic Upgrades do fail sometimes, though, so remember to backup 
your database first, and deactivate your plugins before starting the 
upgrade.  

Note that your files all need to be owned by the user under which your 
Apache server executes, or you will receive a dialog box asking for 
"connection information," and you will find that no matter what you enter, 
it won't work.  

If the automatic upgrade doesn't work for you, don't panic, just try a 
manual upgrade.  

Three Step Manual Upgrade  

These are the short instructions, if you want more check out the 
extended upgrade instructions. If you experience problems with the 
Three Step Upgrade, you may want to review the more detailed upgrade 
instructions  

For these instructions, it is assumed that your blog's URL is 
http://example.com/wordpress/. Note that during the upgrade process access 
to your blog may not work for your visitors.  

A Warning Before You Start  

If you run into problems Upgrading WordPress with the three Steps 
described here, you need to revert to your old version first before using 
the more detailed upgrade instructions (ie. restore the backup made in 
step 0). Even though you might not run into any errors with this process 
right away, you might run into problems later down the line. Then it may 
not be possible to revert far enough back to fix the problem without 
losing any recent changes.  

So If you use Plugins and Themes other than the ones that come with 
the default WordPress installation, it is advisable to start over with the 
more detailed upgrade instructions.  

Step 0: Before You Get Started  

 Just in case something goes wrong, make sure you have a backup. 
WordPress Backups is a comprehensive guide.  

 Make sure the database user name registered to WordPress has 
permission to create, modify, and delete database tables. If you 
installed WordPress in the standard way, and nothing has changed 
since then, you are fine.  

 Deactivate your plugins. A plugin might not be compatible with the new 
version, so it's nice to check for new versions of them and deactivate 
any that may cause problems. You can reactivate plugins one-by-one 

http://codex.wordpress.org/Upgrading_WordPress_Extended
http://codex.wordpress.org/Upgrading_WordPress_Extended
http://codex.wordpress.org/Upgrading_WordPress_Extended
http://codex.wordpress.org/Upgrading_WordPress_Extended
http://codex.wordpress.org/Upgrading_WordPress_Extended
http://codex.wordpress.org/Upgrading_WordPress_Extended
http://codex.wordpress.org/WordPress_Backups
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after the upgrade. This is particularly important when upgrading to 
WordPress 2.7!  

Step 1: Replace WordPress files  

1. Get the latest WordPress. Either download and extract it to your 
computer or download it directly to the server.  

1. As a reminder, to extract a tar.gz to a folder use this command, 
replacing (folder name) with the name of your folder: tar -xvzf 
latest.tar.gz -C ./(folder name)  

2. Delete your old wp-includes and wp-admin directories.  

3. Copy the new WordPress files to your server, overwriting old files in the 
root, except perhaps the wp-content folder (see "NOTE" below). You 
may use FTP or shell commands to do so. Note that this means *all* 
the files, including all the files in the root directory as well. If you use 
the default or classic theme and have customized it, then you can skip 
that theme.  

NOTE   The wp-content folder requires special handling, as do the plugins 
and themes folders. You should copy over the contents of these folders, not 
the entire folder. In some cases, copying the entire folder may overwrite 
all your customizations and added content.  

Also take care to preserve the content of the wp-config.php file in the 
root directory. This file contains current settings for your existing 
installation, e.g. database sign-in information. Occasionally new 
versions of WordPress add statements to this file. (E.g. in version 2.5 
the SECRET_KEY variable was added, see Extended upgrade 
instructions). Compare your existing file with the new installation file 
which is named wp-config-sample.php. Either transfer your settings to 
the sample-file and rename it to wp-config.php or copy the new 
statements from the sample file into your current file.  

Step 2: Upgrade your installation  

Visit your main WordPress admin page at /wp-admin. You may be 
asked to login again. If a database upgrade is necessary at this point, 
WordPress will detect it and give you a link to a URL like 
http://example.com/wordpress/wp-admin/upgrade.php. Follow that link and follow 
the instructions. This will update your database to be compatible with 
the latest code. If you fail to do this step, your blog might look funny.  

Step 3: Do something nice for yourself  

If you have caching enabled, your changes will appear to users more 
immediately if you clear the cache at this point (and if you don't, you 
may get confused when you see the old version number in page footers 
when you check to see if the upgrade worked).  

http://wordpress.org/download/
http://codex.wordpress.org/Upgrading_WordPress_Extended#Step_13:_Add_the_SECRET_KEY_definition_to_wp-config.php
http://codex.wordpress.org/Upgrading_WordPress_Extended#Step_13:_Add_the_SECRET_KEY_definition_to_wp-config.php
http://codex.wordpress.org/Upgrading_WordPress_Extended#Step_13:_Add_the_SECRET_KEY_definition_to_wp-config.php
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Your WordPress installation is successfully upgraded. That's as simple 
as we can make it without Updating WordPress Using Subversion.  

Consider rewarding yourself with a blog post about the upgrade, reading 
that book or article you've been putting off, or simply sitting back for a 
few moments and let the world pass you by.  

Troubleshooting  

If anything has gone wrong the first thing to do is go through all the 
steps in our extended upgrade instructions. That page also has 
information about some of the most common problems we see.  

BackUp WordPress 

BackUpWordPress creates backup archives within a backup repository. It 
saves all your WordPress files as well as your Database for recovery 
purposes.  

By default, BackUpWordPress keeps a number of 10 backup archives in the 
backup repository. You can alter this number within the Advanced Backup 
Settings.  
Configure »  

As soon as this amount of backup archives in the repository is reached, every 
next backup will cause the oldest backup archive to be deleted.  

Two Ways to Do Backups:  

1. You can run BackUpWordPress manually by hitting the 

"BackUpWordPress Now" button. 

2. You can activate scheduling, which will run weekly backups of your 

databse and monthly backups of your WordPress installations directory 

and file structure automatically. 

Both methods allow you to use Presets. BackUpWordPress comes 
preconfigured with two Presets. One for a Database-only Backup, the other for 
a full backup including your WordPress file structure. BackUpWordPress 
makes use of these two Presets when running in EasyMode.  

What can you do with your BackUpWordPress backup archives?  

 You can download BackUpWordPress archives 

For security reasons, not all of your WordPress files and directories are 
writeable by the webserver. Therefore, for a full recovery, you might 
have to unpack a downloaded backup archive and upload the 
containing files via FTP, just as you did when installing WordPress for 

http://codex.wordpress.org/Installing/Updating_WordPress_with_Subversion
http://codex.wordpress.org/Upgrading_WordPress_Extended
http://naepc.com/site1/wp-admin/admin.php?page=bkpwp_options#backup_options
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the first time. Overwriting existing files on the webserver will set your 
Wordpress installation back to the state when your backup archive was 
saved. 

 "view" gives you extended information about the archive file and 

Backup Process (Log). 

 You can send yourself an email containing Backup Archive Files. 

 You can restore your WordPress Blog or parts of it. 

 And you can simply delete unused Backup archive files. 

How to Manage Your Backupsé 

 

Current Backup Schedules 

 

NOTICE 

Notice the two buttons at the 
top:  (1) Backup WordPress 
Now, and (2) Recalculate 
Disk Space.  These are of 
primary concern, although  
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NOTE:  BackUps run a Full backup weekly, and SQL-only Backups run daily.  

These are emailed automatically to jtanner@naepc.com  Reset these options 

under BackUpWordPress > Options. 

 

Currently, 10 backups are automatically stored.  Once a backup is out of 

cycle, it is dumped.  This can be modified under Options, however. 

 

Is your WordPress installation getting really big? Does your wp-

content/uploads directory hold a huge amount of Files? Consider hitting the 

"Recalculate Used Disk Space" button! This way you can estimate how long 

BackUpWordPress will run and how big the resulting backup archive file will 

be.  

This plugin may give you a better overview: Disk Usage  

Looking for a less complex Solution? Please switch to  
EasyMode »  

Manage Backup Presets 

Help Index  

BackUpWordPress Presets consist of a handful of options:  

1. Archive Type 

Sets the archive file type and compression. 

2. Exclude List 

Exclude Lists can be configured separately. 

3. SQL only 

Database backup. Files and Folders (and thus Exclude Lists) are ignored. 

At install, BackUpWordPress checks for available compression types available 
on your webserver. If you are missing archiv file types there, contact your 
webserver's admin.  

Note: .tgz, .tar and .tar.gz archive file types store Unix file and directory 
Permissions. If your WordPress installation is hosted on a *nix system and you 
need resulting BackUpWordPress archives for recovering purposes ther or 
want to migrate to another *nix host, .zip is not an option. You cannot delete 
default Presets, but you can alter them and save with a new Preset name.  

The "view" action will give you a preview on what will be backed up with this 
preset.  

mailto:jtanner@naepc.com
http://wordpress.designpraxis.at/plugins/disk-usage/
http://naepc.com/site1/wp-admin/admin.php?page=bkpwp_help&bkpwp_modeswitch=1
http://naepc.com/site1/wp-admin/admin.php?page=bkpwp_help#help_top
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Satisfied with Defaults? Consider switching to EasyMode »  

Manage Backup Schedules 

Help Index  

BackUpWordPress Schedules gives you the following options:  

1. Reset Default Schedules 

Resets all schedules to default. 

2. Test Schedules 

You can set a single schedule without recurrence doing a SQL-only 
Backup just to test Scheduling. 

3. Activate/Deactivate Schedules 

Activation status can be set on any Schedule. 

4. Delete Schedules 

Note for WordPress plugin developers: Try and analyze Cron Developers 
Demo. Cron Developers Demo is a plugin created for the sole purpose of 
demonstrationg the pseudo-cron feature built into WordPress.  

Satisfied with default Schedules? Consider switching to EasyMode »  

BackUpWordPress Settings 

Help Index  

1. Backup Path 

Set the directory where your backups will be stored. 

2. Basic Scheduling 

is a shortcut for scheduling defaults. 

3. Mail Setup 

Activate or deactivate Backup email notification. 

4. Backup Storage 

Set the number of Backups to keep. 

5. Exclude Lists 

Configure Exclude Lists for use with your presets. 

http://naepc.com/site1/wp-admin/admin.php?page=bkpwp_help&bkpwp_modeswitch=1
http://naepc.com/site1/wp-admin/admin.php?page=bkpwp_help#help_top
http://wordpress.designpraxis.at/plugins/cron-demo/
http://wordpress.designpraxis.at/plugins/cron-demo/
http://wordpress.designpraxis.at/plugins/cron-demo/
http://naepc.com/site1/wp-admin/admin.php?page=bkpwp_help&bkpwp_modeswitch=1
http://naepc.com/site1/wp-admin/admin.php?page=bkpwp_help#help_top
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Too many Settings? Consider switching to EasyMode »  

Plugins and Their Functions 

PLUGIN NAME PLUGIN FUNCTION 

BACKUP WORDPRESS MANAGE WORDPRESS BACKUPS. BETA RELEASE. PLEASE HELP TESTING 

AND GIVE ME FEEDBACK UNDER THE COMMENTS SECTION OF THE PLUGIN 

PAGE. BACKUP DB, FILES & FOLDERS, USE .TAR.GZ, .ZIP, EXCLUDE LIST, 

ETC. 

CONTACT FORM 7 JUST ANOTHER CONTACT FORM PLUGIN. SIMPLE BUT FLEXIBLE. 

DAGON DESIGN FORM 

MAILER 

THE WORDPRESS PLUGIN VERSION OF MY SECURE PHP FORM MAILER 

SCRIPT 

EVENTS MANAGER MANAGE EVENTS SPECIFYING PRECISE SPATIAL DATA (LOCATION, TOWN, 

PROVINCE, ETC). 

EXCLUDE PAGES FROM 

NAVIGATION 

PROVIDES A CHECKBOX ON THE EDITING PAGE WHICH YOU CAN CHECK TO 

EXCLUDE PAGES FROM THE PRIMARY NAVIGATION. IMPORTANT NOTE: 

THIS WILL REMOVE THE PAGES FROM ANY "CONSUMER" SIDE PAGE 

LISTINGS, WHICH MAY NOT BE LIMITED TO YOUR PAGE NAVIGATION LISTINGS. 

FAVICON MANAGER ADDS YOUR FAVICON TO YOUR HEADERS AND/OR RSS FEEDS. 

FEEDLIST DISPLAYS ANY ATOM OR RSS FEED IN YOUR BLOG. 

HITS- IE6PNGFIX ADDS IE6 COMPATIBILITY FOR PNG TRANSPARENCY, USING 1 OF 5 

CONFIGURED APPROACHES 

HTML- JAVASCRIPT 

ADDERS 

A WIDGET PLUGIN FOR USING JAVASCRIPTS, HTML SCRIPTS , FLASH 

EMBED CODES AND OTHER SCRIPTS IN YOUR SIDEBAR.  THIS VERSION HAS 

MULTIPLE WIDGET SUPPORT. 

http://naepc.com/site1/wp-admin/admin.php?page=bkpwp_help&bkpwp_modeswitch=1
http://naepc.com/site1/wp-admin/admin.php?page=backupwordpress/backupwordpress.php
http://wordpress.designpraxis.at/plugins/backupwordpress/
http://wordpress.designpraxis.at/plugins/backupwordpress/
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IE7 COMPATIBILITY  ENABLES IE7 COMPATIBILITY UNTIL YOUR BLOG WORKS WITH IE8 

KIMILI FLASH EMBED PROVIDES A FULL WORDPRESS INTERFACE FOR SWFOBJECT - THE BEST 

WAY TO EMBED FLASH ON YOUR SITE. 

MY PAGE ORDER MY PAGE ORDER ALLOWS YOU TO SET THE ORDER OF PAGES THROUGH A 

DRAG AND DROP INTERFACE. THE DEFAULT METHOD OF SETTING THE 

ORDER PAGE BY PAGE IS EXTREMELY CLUMSY, ESPECIALLY WITH A LARGE 

NUMBER OF PAGES. 

REMOVE TITLE 

ATTRIBUTES 

IMPROVES ACCESSIBILITY BY REMOVING THE REDUNDANT TITLE ATTRIBUTES 

THAT WORDPRESS AUTOMATICALLY ADDS TO YOUR WEBSITE'S PAGE LISTS, 

CATEGORY LISTS, ARCHIVES, AND TAG CLOUDS. 

REVEAL IDS FOR WP ADMIN WORDPRESS 2.5+ ONLY. REVEALS HIDDEN IDS IN ADMIN INTERFACE THAT HAVE 

BEEN REMOVED WITH WORDPRESS 2.5 (FORMERLY KNOWN AS ENTRY IDS IN 

MANAGE POSTS/PAGES VIEW FOR WP 2.5). SEE OPTIONS PAGE FOR OPTIONS 

AND INFORMATION. 

ROLE MANAGER ROLE MANAGEMENT FOR WORDPRESS 2.0.X, UP TO 2.6.X.. 

TINYMCE ADVANCED ENABLES ADVANCED FEATURES AND PLUGINS IN TINYMCE. 

 

http://code.google.com/p/swfobject/
http://naepc.com/site1/wp-admin/options-general.php?page=reveal-ids-for-wp-admin-25/reveal-ids-for-wp-admin-25.php
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Event Manager Administration 

 
 
Functions include Edit, Add New, Locations, People, Settings, and Categories. 
Click the links that drop down in the Dashboard toolbar to access these 
different options.  

PLUGIN MANAGER 

To the right you will see the 
Plugin Manager, which lists 
your installed plugins.  As the 
beige highlighted bar shows, 
updates are available.  See 
―General Rules of Thumb‖ for 
updating guidelines. 

KEY TERM:  NON-

TECHNICAL STAFF 

In this context, this term 
means staff without a broad 
perspective and 
understanding of general 
practices.  Although technical 
training may not be 
necessary, it is key that 
individuals engaging in 
updates have an 
understanding of across-the 
board timelines.   

 

EXAMPLE:  WordPress 
Updates MUST NOT BE 
INITIATED without 
ENSURING that all plugins 
are current with desired 
update, and vice versa. 
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General Rules of Thumb – A Few Words of Caution 

Do not allow non-technical staff (without Role above Editor) to access 
WordPress Administration using any other logon than their own.  Allowing 
access to the Admin by individuals without proper knowledge of the CMS 
may be catastrophic. 

That being said, just create and delete users as needed—your lead internal 
Administrator can create passwords and logons that these users can later 
change.   

General knowledge of a widget, plugin, CSS, x/html, etc. should not be 
substituted, however, for technical knowledge when modifying settings, the 
php Editor, or Settings/Options in many of the widgets.  Many of the settings 
have been modified to fit your organization’s needs.   

Otherwise, enjoy using your new site CMS!   


