
Wordpress 101
By Tom Ossa
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Your Web Marketing System

Your Website:
Products, Services, About Us, Deals and Offers

Blog: Write about your 
work experiences

Newsletter: Send out 
communications

Facebook: Keep 
in touch, find 

common ground

LinkedIn: Build 
reputation, network

Twitter: Send out 
short messages

Search

YouTube
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What We Will Cover:

• Part I: Features of Wordpress
– Why Wordpress is awesome
– The administrative control panel
– Adding content (posts / pages)

• Part II
– Important settings
– Modifying design
– Cool plugins

• My Soapbox
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Part 1: Features of 
Wordpress



Why Wordpress is awesome:

• Sooooooo easy to customize

• Many, many add-on features

• Easy to learn to use

• Fast way to get on the web

• Designs (themes) can be 
changed very easily

• Deep support community

• Social media friendly

• SEO-ready platform

• And…um, it’s free.
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Typical Design Process

Design Features Content



Wordpress Design Process

Content Features Design



The Administrative Control Panel

• Login at domain-name.com/wp-admin
• Enter your user name / password

• Dashboard: top right screen options, 
choose one column

• Move Quickpress to
the top

• Set your admins
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Adding content

• Much like Microsoft Word

• Two different locations:
– Posts (Your Blog)

– Pages



The Wordpress Editor – meh…

• Only for basic layout
• Similar to MS Word
• Line breaks are an issue
• Don’t get caught up on it

Tips:
• Copy and paste as PLAIN TEXT
• Format after you paste
• Always insert an image or two
• You can always use another editor…



Creating Your Pages

Objective: To get people to your website, 
blog, or other online place in which you 

control your content.



Creating Your Pages

• Standard pages:
– Home
– About Us
– Testimonials
– Areas Served
– Products or Services
– News and/or Events (Calendar)
– Frequently Asked Questions
– Contact Us
– IMPORTANT: A Call to Action!!! A Deal!!!
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Creating Content

• Where do you get your material? Initially…
– Word Documents

– PDFs you‟ve created

– Old PowerPoint presentations

– Emails – check your sent items

– Other sources: Newsletters, video, sites (cite)

• Edit the material so that it is ok for the web

• Upload to your account, later to profiles
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Other Media

• Video, video, video!

• Images from your iPhone / Android

• You can upload directly from your phone

• Save space – use external media 
platforms

• Re-use images, don‟t upload twice

• Make sure you name the files (good for 
SEO)



YouTube! Keep „em on your 
site for longer!

• Get recording device (Phone, Flip, Kodak)

• Record high quality video

• Post to YouTube

• Grab the “embed
code”, copy to
your website, blog,
newsletter

• Shoot for 2-3 min
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http://www.youtube.com/watch?v=GC8hIeCFUn4&NR=1&feature=fvwp

http://www.youtube.com/watch?v=GC8hIeCFUn4&NR=1&feature=fvwp


Creating a Blog

• Goal: Talk passionately about your 
business, your ongoings, your life!
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Creating a Blog

• Use simple ideas that
you believe in!

• Fill in all the info
READ MORE: 
Bring them back 
to your website, blog

• Add an incentive or deal
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Creating a Blog

• Always try to find different reasons for 
creating the blog:
– Stories are great! Do those.

– Commentary on industry

– Recap of events or product review

• Continually add content, whether 
someone is watching or not!

• Keep statistics, tweak to your audience.

• Speed. Keep it under 250 words.
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Quick Questions:



Exercise: Create a Blog
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Before You Start, Make a Plan:

1. Every week, plan your 
business communications

2. Find and write articles 
about your message(s)

3. Post to site, blog

4. Support the blog with 
Social Media

1. 
Important, 

Urgent 
Messages

2. 
Long Term 
Awareness 

& Brand
Building

3.

Quickie 
urgent 
things

(Phone / Email)

4. 
Just for Fun

(yes, do 
these, too!)

Source: Derived from Stephen Covey’s “The 7 Habits of Highly Effective People”
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Other Important Features

• Categories

• Media: Upload images, files

• Links

• Pages

• Comments

• Users

• Appearance



Settings

• RULE #1: DON‟T TOUCH WORDPRESS 
ADDRESS, OR SITE ADDRESS!! BOOM!

• General:
– Email address set

– Timezone

• Reading:
– Front page displays latest posts, pages

• Discussion: 
– Turn off comments



Settings

• Privacy
– Make sure you can be seen by search 

engines

• Permalinks: 
– Month and Name



Plugins, Part I

• Contact Form 7: Very important and useful

• Calendar 
– (The one by Kieran O'Shea...a good Irish lad. :-D Version 1.2.3.)

– Google Calendar

• Dean's FCKEditor For Wordpress: Alternate editor

• All-in-one SEO Pack: To tag each of your pages

• Google Integration Toolkit: For Google Analytics

• HTML Page sitemap: great for SEO

• Slidedeck for Wordpress: Good basic slideshow

• Sociable for WordPress or AddThis: To share Pages

• Page Manager: To reorder pages easily



Plugins Part II

• Simple CAPTCHA tool: Fight SPAM!

• Akismet: Fight SPAM!

• Contact Form 7 to Database Extension

• WP Super Cache: To serve HTML pages instead of 
PHP pages, which decreases load time. 

• WPtouch: For mobile version of website

• WPaudio: For playing audio links directly on website 
page.

• Shadowbox: add a lightbox to your website

• WP e-Commerce Plugin: For basic shopping cart. Used 
on http://vis-abilityinc.com – (Requires additional 
database)

http://vis-abilityinc.com/
http://vis-abilityinc.com/
http://vis-abilityinc.com/


Appearances Matter!

Change the 
design of your 

website in 
minutes!

The best basic theme to use –
hands down…is Weaver.



Widgets:

• Used to add continuous content to sidebars 
and other areas of your site

• Text box widget good all-purpose

• Drag widget to sidebar of choice



SPAM! Kill it!

• Akismet – You must sign up for account

• Simple CAPTCHA tool

• Simple Trackback validation



Questions:



Sources and Links

• Links:
– Wordpress Website

– Wordpress famous five minute 
installation guide

– Learn HTML from W3 Schools

– Ways to fight Wordpress SPAM

– Akismet – Fight Spam
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• Sources:
– www.readwriteweb.com
– www.mashable.com
– www.zdnet.com
– fastflip.googlelabs.com

This is a list of many, many of 
the places where we get all our 
information and resources. The 
same items you see here, are 
the same ones we use on a 
daily basis. Use them, and you 
will be well on your way to 
getting started. Best of luck!

~Tom

http://wordpress.org/
http://codex.wordpress.org/Installing_WordPress
http://codex.wordpress.org/Installing_WordPress
http://codex.wordpress.org/Installing_WordPress
http://codex.wordpress.org/Installing_WordPress
http://www.w3schools.com/
http://mashable.com/2008/02/10/fighting-spam-wordpress/
http://akismet.com/how/
http://akismet.com/how/
http://akismet.com/how/
http://akismet.com/how/
http://www.readwriteweb.com/
http://www.mashable.com/
http://www.zdnet.com/
http://fastflip.googlelabs.com/


We can help you with:
• Social media starting at $49 / hr
• Content Management: $69 / hr
• Premium design: Starting @ $399
• Data Management Services

Soapbox
1

Referral Bonus:
Refer a new customer and 

get 1 hour free 
content management!



Upcoming Seminars:

• Learn to Tweet ($10)

• Advanced Facebook Techniques ($20)

• Managing Data Overload ($30)

• Using Your iPad for Business ($40)



Some Social Tools:

• Obviously, a computer & internet access
• Sign up for the sites listed below
• Maintain a password list
• Update profiles on a regular basis
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iCARE:
Developing Trust in Social Media

• I – Interaction with your friends

• C – Concern for those in need

• A – Approval & celebration

• R – Resources…connect people!

• E – Events, products, sales, cool stuff
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Social: Use Time Wisely!

• 15-30 minutes a day, log on and interact

• Best times to post: 8 am, 1-3 pm, 5-7 pm

• Best day to post is Thursday (Source, Source)

• 80/20 rule in reverse: 
– Spend 80% of your time talking with others

– Spend 20% of time promoting business

• Drive people back to your website!

Remember: “Time is like a companion…”
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http://mashable.com/2010/10/28/facebook-activity-study/
http://www.readwriteweb.com/archives/new_study_shows_best_and_worst.php


Some Social Terms

• LOL: Laugh Out Loud

• LMAO: Laughing my Ass Off

• WTF: What the _____??? 

• “Um”: Be careful if you see 
this…respond!

• @name: Directly addressing one person

• Woot: Yay

• SMH: Scratching my head



Thank You!


