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Presented by Tim Covell - tim@covell.ca 

Key Concepts 

Website: A collection of pages on the internet. Each page is separate, 

and a menu lets you change pages. The home page is an individual 

page, called a Static Home Page in WordPress. 

Blog: A website where the individual pages, called posts in 

WordPress, are collected onto a single page, and displayed in order, 

with the most recent on top. The home page is the most recent post. 

A blog might contain a menu, to go to separate pages, such as an 

About Me page; and a website of mostly separate pages might contain 

a page that displays blog posts.  

WordPress is a program that creates and organizes web pages. It is 

used by the WordPress.com service, which allows people to easily 

create free or low cost websites. It is also distributed by 

WordPress.org to web hosting companies, as a tool for their 

customers, and is sometimes called self-hosted WordPress.  

WordPress.com can be free, and is simpler to set up and use. 

WordPress.com will advertise on your site, but you can remove the 

ads by paying a fee. WordPress.org has more features, but requires 

that you pay for webhosting from a third party, and requires some 

technical skills to use. When looking at online resources for 

WordPress, be aware of whether the information is for 

WordPress.com or WordPress.org. 

A Domain Name is the name for a website. It has two parts, the name 

and the extension. The most common extension is .com. In Canada, 

the extension .ca is also available. Buying a domain name is optional 

for WordPress, as they allow you to make a name consisting of the 

prefix of your choice, in front of wordpress.com. However, the prefix 

must be something no one else has ever used.  

Owning a domain name has several benefits, including a more 

professional image and being able to use email with that name. If you 

want one, it is simplest to purchase it from WordPress, as they handle 

the technical steps of connecting the name to your site. However, 
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WordPress cannot sell .ca domain names. To use a name purchased 

from another supplier, including .ca names, there is a fee. For a list of 

companies that sell .ca names, go to  

http://cira.ca/current-registrars/registrar-list 

Site Planning 

Before signing up for WordPress, plan your site. Note that everything 

can be changed later. Things to think about include: 

• Options for the name, whether or not you are purchasing a 

domain name 

• If you want a blog only, a website of separate pages, or both, 

and what will be the home page.  

• If the site will have lots of text, or be mostly pictures 

• What information should show on every page, such as contact 

information 

• How people will navigate through the site - your home page 

may not be the first page people see when they come to the site  

• You should also consider if you will allow comments, and if so, 

how you will handle them; and if there will be other users 

updating the site. These options are set after the site is created. 

WordPress uses themes to manage the appearance and layout of sites. 

Themes cover everything from the typeface and background colour to 

the location of menus. Some themes are better for text, while others 

are better for displaying photos. Most themes divide the page into 

three or four main areas: The header, the body of the page, and a 

sidebar and/or footer.  The header and the sidebar and/or footer appear 

on every page, so they are good places for things like contact 

information.  

Be flexible about the appearance. Although there are many themes, 

you might not find any of them to be ideal. Themes can be 

customized, but there is a fee for this, and in some cases changing a 

theme requires coding skills. Regardless of the theme you use, the site 

will be reformatted for viewing on phones and tablets. You can 

change themes at any time.  
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When you first sign up to create a site in WordPress, the program will 

ask some questions, then create a site for you, including blank 

proposed pages. You can modify this site to suit your needs.  

Your site will be public as soon as you create it. To make it private 

while you work on it, do the following steps: 

1. Click on My Sites (upper left) 

2. Click on Settings (near bottom) 

3. Scroll down to Privacy 

4. Select Private 

5. Save Settings 

You will still be able to view the site, while you are logged in, but 

other people will get a Site Private message. When you are ready to 

make it public, go back to the same area and select Public.  

Maintaining Your Site 

Writing and editing pages and posts is similar to writing a word 

document. You can control the visibility of each individual page or 

post, on the screen for editing it. Once a page or post has been 

published it can only be updated or deleted. However, the visibility 

can always be changed, if you need to remove a page but don't want to 

delete it.  

Adding pictures to pages or posts is a two-step process. Use the Add 

Media button to upload the picture to the Media Library, then add it to 

the page. If you need to edit pictures, it is best to do that before 

uploading. Once the picture is on the page or post, hover over it and 

click Edit (the pencil) to review the settings, including the size. 

Alternative text should always be added, to describe the picture. 

Pictures can link to larger versions of themselves, or another web 

page, on or off your site. 

Word and PDF documents, and several other types of files can be 

added to your site just like pictures, however video cannot be added. 

You can display video from other sites by embedding it on your page 

or post. WordPress help offers detailed instructions on how embed 

video from other sites such as YouTube. 
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Adding links to pages is done by highlighting the text that you want to 

be a link, and clicking the link button (it looks like a piece of chain). 

Then you type (or paste in) the address for the link. To make a link 

open in a new tab, or to link to a published page on your site, click the 

gear icon for more options. 

WordPress allows different ways to access the pages, posts, and the 

many different options and settings. Some are not where you might 

expect them to be. This can be confusing. For example, the settings 

for Comments are under Settings - Discussion, not Comments. Take 

some time to explore all the options.  

Most themes allow you to make some minor changes without paying 

for customization. This can include adding header or background 

pictures, and setting the home page. The appearance options are 

different for different themes. From the WP Admin page, select 

Appearance - Customize. 

Also under Appearance are options for Menu and Widgets. The 

options for menus vary depending on the theme, but you can control 

which pages appear on the menu, and what they are called. Widgets 

are various items that can be added to the sidebar and or footer, such 

as a list of posts, or a site search box. You cannot type directly in a 

sidebar or footer, but you can add a text box widget, and type in that. 

Location options vary by theme.  

Although you can make a WordPress site without knowing any 

HTML, you can add some HTML to pages and posts by using the 

HTML tab. WordPress deletes any HTML code with errors. Adding 

HTML allows you to enhance your pages with items like links within 

pages, and image maps. 

More Information 

There is lots of material online, but the best place to start is 

WordPress help: https://en.support.wordpress.com/ 

The library staff are a great resource. Several of them are familiar 

with WordPress, and finding information for people is their business.  


