



Everything You Need to Know About WordPress



Everything You Need to Know About WordPress

Tweaking Your Posts
There are just a few more things you can do to tweak how your posts 
behave.

1. Allow or Deny Comments and Pings. Allowing comments is 
what makes a blog interactive. This option is turned on by de-
fault. But if you’d prefer to turn this option off and not allow 
commenting on a particular post, simple uncheck the box.

2. In a nutshell, Pings are a way for a conversation to take place 
over several blogs. This feature is automatic when all the blogs 
involved have this feature turned on. To learn more about Pings 
(and other blogging info) please visit del.icio.us/internetgenius

3. The image below shows both comments and Pings are allowed 
and “turned on.”

4. If there is a particular post you would like to password protect, 
simply add a password in Password-Protect Post box. There is 
nothing more to do but remember the password as the post can 
not be viewed without it.

5. Another neat thing you might need to do from time to time is 
change the date stamp on a post. If, for example, you want some-
thing to appear as though you posted three months ago you can 
change it in the box shown below.  Make certain you check the 
Edit timestamp box or no change to the timestamp will occur.

Writing HTML in Your Posts
If you know a bit of HTML and want to format your posts accord-
ingly, click on the small HTML button in the Rich Editor. It will open 
a dialog box showing the content of your post along with any HTML 
code that is formatting your information. You can hand-type HTML 
code in this box then click the Update button. If you need any assis-
tance here, click the question mark (?) to see some hints and informa-
tion about using HTML in WordPress.

Creating Pages
Creating a page is very similar to creating a post. However, there are 
a few options I’ve discussed that aren’t available on pages. For exam-
ple, you don’t assign tags or categories to a page as you do a post.

Remember that pages behave differently than posts in your actual 
blog because they fall outside the chronological order of posts. They 
are best used for static content that rarely, if ever, need updating..

One final note: In the Post Pages Panel, you’ll notice an option on the 
right side of the panel called ”Page Order.” I have found this feature 
doesn’t work in many of the themes. However, you CAN use the 
same two techniques mentioned in the section of this tutorial on or-
ganizing and tweaking our Categories. Essentially adding either a 
number before the page’s name or adding spaces before the name 
will allow you to have some control over the ordering of that page.

http://del.icio.us/internetgenius
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Creating & Managing Links
Creating Links

Some people love to have lots and lots of links. Some people have 
none. No matter where you fall, you should know how to add and 
manage links for your blog. 

1. Choose Links in the Navigation Bar. By default, you’ll be taken 
to the Manage Links Sub-Panel. 

2. There are three links and one category that was added to your 
blog. You can delete these links simply by clicking on the Delete 
button to the far right of the row. 

3. To create a link, start by copying the URL of the blog or website 
address you’d like to add to your blog.

4. Choose the Add Link Sub-Panel. Give the link a name; paste the 
URL in the correct form field; provide a description if you desire; 
and finally assign a Link Category

5.  Since you haven’t made any new categories yet, you’ll only have 
one. That’s okay. Just select the Add Link button and you’ve 
added a link to the sidebar of your blog.

Creating Link Categories

1. Link Categories are perfect if you fall in the category of someone 
who has many links and you’d like to include them on your 
blog. Think of some the categories you’d like to use on your site.

2. Choose the Link Categories Sub-panel.

3. Add the name of the Link Category in the correct field. I leave 
the remaining fields at their default and choose Add Category. 

4. Continue doing this until you have all the Link Categories you 
desire.

Managing Links

1. Now, return to your Manage Links Sub-Panel.

2. From here you can re-assign Link Categories. Place a check in 
the box to the far right of the link’s row and choose Move to 
Category at the bottom of the list. Select Go and continue doing 
this until you have reassigned all of your links to their correct 
Link Categories.

3. You can also turn off a link’s visibility without actually deleting 
if from your list if you’d like.

Advanced Options When Creating Your Links

1. Choose Add Link Sub-Panel and scroll down to the middle and 
bottom of the page.

2. You can add an image to your link by providing the image URL 
in the correct box. Make it a small thumbnail if you choose to do 
this or your sidebar could become distorted.

3.  Under Target, choose _blank if you’d like the link to open in a 
new browser window when someone clicks on it. 

4. Finally, if you have a link or links that you don’t want to delete, 
but you don’t want them to appear in your sidebar, simply 
choose No under Visible and the link will remain in your data-
base, but won’t appear on your blog.
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Managing Comments & Spam
Viewing, Editing & Deleting Comments

Comments can be the life’s blood of your blog. Its what keeps the 
content fresh and dynamic. Allowing others to express their opin-
ions, ideas and views can add not only new information to your 
blog, but variety as well. But allowing comments isn’t required. 
Earlier, I showed you how to turn comments off for an individual 
post. In a moment, I’ll show you how to turn this feature off for the 
entire blog. 

1. To view, edit and/or delete comments, choose Manage in the 
Navigation Bar; then choose the Comments Sub-Panel. 

2. By default, your blog has one comment. You can view it here. 
Notice at the bottom of the comment are links to Edit and De-
lete the comment. 

Turn Off Comments

You can turn the comments off for individual posts. But if you’re 
fairly certain that you never want anyone to comment, then your 
best bet will be to turn comments off for your entire blog.

1. Choose Options in the Navigation Bar and then the Discus-
sion Sub-Panel. 

2. Removing the check from “Allow people to post comments on 
the article” will turn comments off for all posts and pages.

Blog Settings to Handle Comments & Spam

If that’s too extreme and you want to allow some comments but 
you don’t want  EVERYONE to be able to comment, then you’ll  
need to take some action. How do you do that? By choosing the 
way your blog handles comments.

1. The first thing you can do is require users to be registered and 
logged in before they can comment.

2. Choose the Options Panel. By default, You’ll be taken to the 
General Sub-Panel.

3. Place a check in the box that requires users to be registered. 
That’s it. Now, when  a non-registered person tries to post a 
comment, they’ll get a message telling them they must register 
and/or log in first.



Blog Settings to Handle Comments & Spam, cont.

Scroll further down on the page and you’ll see even more options 
for managing comments.

1. When you place a check by either of the two options under E-
mail me whenever, you will receive an email when someone 
posts a comment. 

2. Placing a check by An administrator must approve comment 
will hold all comments in moderation before being published to 
your blog.

3. Comment author must fill out name and e-mail provides some 
protection against spam. It is a good idea to keep this checked 
regardless of the other options you choose.

4. Comment author must have a previously approved comment 
is similar to a comment being held in moderation, but only for a 
poster’s first comment. Once  a comment has been approved, 
all subsequent comments will automatically be approved.

5. Further down the page you can do a few things to try and com-
bat spam. A typical ploy of spam-bots is to post spam com-
ments with many links. This option tells WordPress to hold all 
comments for moderation if it has more than 2 hyperlinks. You 
can change this number if you like.

6. Below that, you can even type typical words that spam-bots use 
in comments. Clicking on the link Common Spam Words will 
take you to a list that you can copy and paste into the box.

7. The last option on this page allows you to place words in the 
list that you want completely blacklisted. Be careful. You will 
not be notified in any way when a comment is blacklisted. And 
any word that even contains a blacklisted word will trigger this 
action. Obviously, this is a great way to perhaps exclude curse 
words and other offensive words from your blog. The poster’s 
comment will automatically be wiped out.

Everything You Need to Know About WordPress



Everything You Need to Know About WordPress

So What’s Next?
Start Blogging!

That’s obvious...but the only way you’re going to really learn how to 
use WordPress is to use it.

View More Tutorials

I have compiled a lot of tutorials and other resources related to 
WordPress. They can be found at del.icio.us/internetgenius

Start Looking for Your Blog on Google

Give it about three weeks. But in a short while, you should be able to
find your blog doing a search on google. Look inside the Administra-
tive Panel under Manage > Referers. This is a list of people and re- 
ferring sites that have visited the pages of your blog.
 
 
 

  
 

Make Your Blog More Popular
1. Post regularly - at least once per day

2. Narrow the focus of the content of your blog

3. I know this sounds obvious, but it bears repeating: When writing 
posts, think about how your content “will read.” Is it witty? 
Funny? Informative is not always enough. What will keep some-
one coming back?

4. This is one area where using links might help. People searching 
for popular blogs and websites could be sent to your blog at 
some point. Someone might visit looking for the info and like 
what they see.

5. When creating and assigning Tags or Categories, make certain to 
use common subjects and themes that will be searched most of-
ten in everyday search engines and places like Bloglines or 
Technorati.com

6. Post comments on other people’s blogs, leaving your blog URL

7. Turn Pingback on and quote other blogs in your posts.

8. Submit your blog to directories and search engines

9. Set up a Technorati account and “claim your blog.”

10. Add a link to your blog in your email signature

http://del.icio.us/internetgenius



