Duane's Wordpress Handout

What is?

What is Wordpress?

It started off as just a blogging platform but has become a full blown website platform used by millions of people. It allows normal non geeks to create and edit website pages. It is an open platform that is extended by adding 'themes' and 'plugins'.

What is a theme?

A theme is an add on that controls what your pages look like. The raw data of your website is styled by your theme. You can change your theme anytime and your data is not changed. There are thousands of themes, some free and some cost money. Caitlin chose the 'Enfold' theme.

What is a plugin?

A plugin is an add on that adds some specific functionality to your website. There are thousands of plugins available, some free and some have extra 'pro' versions that cost money. Our calendar is an example of a plugin. Plugins add extra menus to the dashboard for you to control them.

What is a page?

A page is a screen of your website that stays put.

What is a post?

A post is a sort of like a page that goes to the top of the blog area of your website. We are not really using these right now. We use Facebook for that kind of stuff.

What is an event?

An event is a thing used by our calendar plugin to show something on the calendar.

What is a signup sheet?

A signup sheet is a thing used by our signup plugin to allow logged in users to add themselves as signed up for something.

What is a user?

A user is an account on the website that a person can log into and change stuff.

What is a role?

Each user is assigned a role. They are;

· Subscriber - can just look at stuff and add themselves to a sign up. Change their own email and password too. 

· Sign-up Manager - can do the above  and create/edit/publish sign ups only. 

· Contributor - can do the above and create/edit only their own stuff but can not publish it for others to see (Editor needs to do that). 

· Author - can do the above and create/edit only their own pages/posts/events/signups. 

· Editor - can do the above and create/edit anybodies pages/posts/events/signups. 

· Admin - can do anything (and break anything!) notably can add/edit/delete users (manage what email lists they are on, role, password etc.) 

What is the dashboard?

The dashboard is the thing that pops up on the left side when you log in. It is where you control settings. Don't play here. If you don't know what it is don't touch it.

What is the toolbar?

The toolbar is the thing that pops up on top when you log in. It is a quick way to do things.

What is media?

Media is a picture or pdf that you can insert into a page or post. They are managed by using 
the media library in your dashboard. You can drag and drop files from your computer into the media library.

What is advanced stuff ?

What is meta data?

Meta data is extra data that you can attach to pages, posts and users. We use user meta data to add info to each users account.

What is a shortcode?

A shortcode is a code inside braces [likethis] that is recognized by a plugin and when your page is displayed is replaced by something that plugin does. 

What is a user list?

A user list is a list of users that is created by the User Lists plugin when you put special shortcodes in a page. You can create lists of users that match certain criteria. Once a list is created it appears under Users in the dashboard as well as being available as shortcode. This plugin is hard to use so see Duane if you want to create a new kind of user list.

How do I?

How do I edit a page?

After you log in you should see the toolbar at the top. Visit the page you want to edit. Click Edit Page on the toolbar.

How do I preview changes?

Click the preview button on the upper right while editing. Do this often to see how the theme displays your changes.

How do I update my changes?

Click the Update button on the upper right while editing. If you don't click this your edits will be lost.

How do I add Media?

Put the edit cursor where you want the picture. Click the add media button on top left while editing. If the photo is not already in the media library you can drag and drop from your desktop.

How do I see revisions?

Click on the browse link next to revisions in the upper right while editing. You can revert to an old revision by clicking the revert button.

How do I add a new page?

Click New on the toolbar, then page.

How do I get people to see my new page?

It has to be linked from another page using a hyperlink. It can be in a menu. See Duane for that.

How do I make an event?

Click New on the toolbar, then event.

How do I add a user?

You have to be an admin

Click New on the toolbar, then user.

Create a username from their first name and last initial like DuaneS.

You must have an email address for them.

Enter the first name and last name.

Make up a password, it doesn't matter what, they will change it.

Click “add new user”

Now go back and edit them again, now you can assign them to email lists and set the meta data. Set their OSC_SEX to M or F, OSC_PHONE to phone number, and OSC_EXPIRES to the year they are paid up to. Set OSC_RACER to Y if they are on the race team.

Click “update user”

How do I edit a user?

You have to be an admin

From the dashboard click Users, then all users. Use the search box to find their user name.

Edit away.

Click “update user”

How do I make a signup?

Sign ups are made out of two things, 1) a sheet 2)  tasks. The sheet contains the tasks.

Click on “Sign-up Sheets” on the dashboard. Under that click “Add New”. Fill in the fields. 

For “Event type”;

Single — This is for an event that happens on just one day. You will only be able to enter one date on the tasks screen that will apply to all items/tasks for this event type. 

Recurring — This is for an event that recurs on multiple days, but has the exact same items/tasks needed for each occurrence.  On the tasks screen for this event type, there will be a multi-date select box to allow you to set all the dates for this event, and then all of the tasks you enter will show up for each one of those dates. 

Multi-Day — This is an event that happens across more than one day, but that has different tasks/items needed for each day. For these Multi-Day event types, each task/item has its own single date picker field to specify the date for that item/task. 

Onging — This type of sheet doesn’t have any dates associated with it. These are for more general volunteer type opportunities that don’t have specific date/time type requirements, but are needed at various times throughout the year.

For “Reminder days” enter zero for no email reminders, or enter a number of days before the task that you want those signed up to get an email reminder.

For Contact Info put your name and email.

Then save the sheet. Next add tasks to the sheet. Save. Thats it!

When a person signs up all they have to do is  sign in, click on the task, click yes. They get a confirmation email and if you set it they get a reminder email. All things a person signs up for are listed on the top sign ups page, and they can clear themselves if they need to there. 

You can view who is signed up on the sign up page or via the dashboard.

As task dates pass those tasks no longer show up. You can still look back to see who signed up via the dashboard.

How do I do advanced stuff?

How do I restrict  content?

The userinfo plugin provides shortcodes for doing this.

Examples;

To show only to board members

[userinfo field="OSC_BOD" if="Y"]

bla bla bla

[/userinfo]

To show only to logged in people

[userinfo field="is_logged_in"]

bla bla bla

[/userinfo]

How do I make a new maillist?

You talk to Duane. Then you click on the box of the mailist in the users info you want on that maillist.

How do I add new user meta data fields?

You talk to Duane. He uses a spreadsheet with the meta data as columns and uses the Import from CSV plugin.



