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Client Name: 

Username: 

Password: 

Thank you again for your business!
We hope that you enjoy your new website and keep improving 
it as new technology evolves. Please keep us in mind for any 
future updates, matching graphic design pieces or email 
marketing campaigns.

We also offer instructional videos to help you visually see how 
to change your website in addition to this booklet. These videos 
are a great resource for you, please take a few minutes to view 
them as they can show you how to update your website step 
by step. You are able to select a specific video and watch 
frame by frame how to make changes with ease.

Link: www.DesignDoneRight.com/videotutorials

Username: DDRclients

PW: Clients1
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Introduction

What is WordPress?
Your new website from Design Done Right is built using 
WordPress as it’s base platform. WordPress is a type of 
software known as a Content Management System 
(CMS) that allows anyone to easily edit their own 
website through an administration area.

There are two main branches of WordPress: a hosted 
version at WordPress.com and a downloadable version 
at WordPress.org that you host and setup yourself. There 
are over 30 million users at WordPress.com and over 25 
million sites using the WordPress.org software.

WordPress.com is a hosting version with set limitations for blogging website and set themes to 
choose from. This is not the ideal location for a professional website. 

How To Use This Booklet
This “WordPress Website Booklet” will cover the basic steps in customizing your site. It 
introduces the WordPress features as well as covers the more advanced plugins that we use 
frequently.

Finding More WordPress Help
Because our sites are built using WordPress, you can also take advantage of the endless 
resources available online to learn ways to use it. There are blogs, pdfs, video tutorials and 
countless forums that can help with basic WordPress functions.

You will also find additional information provided by Design Done Right at the end of this 
booklet to assist you farther. 
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Login
Begin by logging into the “administration area” 
or the back end of your website. Visit your site’s login 
page by placing “wp-admin” after your domain name: 
 

(e.g. http://example.com/wp-admin)

Now log into the administration area using your 
username and password provided in the welcome 
section of this booklet.

Users
When we set up your web site we generate an 
admin account. This is the same account you, as 
the author/owner, use to get started. But maybe 
you want more; perhaps you want several authors 
for your blog. If you want a person to be able to post to your blog, that person must have 
access to a user account; typically, every person will have her or his own user account. This 
allows you to remove users if the need ever arises.

All Users
The main part of the Users Screen displays a table of all the users listed by Username order.
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Add New
In this Screen, you may add new Users to your site. If the Anyone can register option is set in 
the Membership section of Administration > Settings > General, users can register themselves 
at http://your wordpress url/wp-register.php. Regardless of that setting, you can manually 
create new users here.

Username (required) - Enter the username of the new user here. This will also be used as the Login 
name of the new user.
E-mail (required) - Enter a valid e-mail address of the new user here. The e-mail address must be 
unique for each user. If a published post or page is authored by this user, then when approved 
comments are made to that post or page, a notification e-mail is sent to this e-mail address.
First Name - Enter the first name of the new user here.
Last Name - Enter the last name of the new user in this text box (the display name defaults to first and 
last name).
Website - You may enter the new user’s website URL in this text box.
Password (twice) - Enter a password for the new user twice here, once in each text box.
Strength Indicator This indicates if the password you entered is Very Weak, Weak, Medium, or Strong 
(displayed in green). The stronger the password the more secure the login. Hint: The password should 
be at least seven characters long. To make it stronger, use upper and lower case letters, numbers 
and symbols like !”?$%^&).
Send Password? - Check the box to Send this password to the new user by email.
Role - Select the desired Role for this User from the drop-down box. 
Add User - Clicking this important button to save the new user’s information into WordPress’ 
database. If you don’t click this button, the user will not be added. A flash message at the top of the 
Screen will advise you that the new user has been added.
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Edit Profile
The only pieces of information WordPress 
requires you to include in your Profile are your 
e-mail address and a nickname. It should 
be noted that WordPress requires your email 
address only for your blog’s administration 
purposes. The email address is never sent to any 
other site (not even to the people at WordPress 
headquarters), and it is never displayed on 
your site (unless you put it there manually). Only 
the other registered users of your blog have 
access to the e-mail address you provide. Also, 
remember that each user’s email address must 
be unique.

WordPress Editor
The Editor is used in “Posts”, “Pages” and “Smartblocks”. The user interface resembles Word. 
Some of the features of the editor are highlighted below.

Add Link
1. Highlight the text you want to link. 
2.Click the link button on the toolbar. 
3. In the popup that appears, enter the URL you 
want to link to. 

URL: The URL of the link (include http:// at the start for external 
websites)
Title (Optional): Title of the link when a visitor hovers over it (a small tooltip will appear with the title)
Open Link in a New Window/Tab: If this box is checked clicking on your link will open up a new window/
tab. 
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4. Or, if you want to link to one of your existing posts 
or pages, use the search box to quickly find what 
you’re looking for. Simply enter a keyword or two that 
appears somewhere on the post or page you want to 
link to.
5. Click the title of the post or page you want to 
link to, and the URL and Title fields will be filled in 
automatically.

Basic Text Formatting 
All the general options are available.

Bold
Italic
Underline

Alignment
Text Color
Bulleted List

Numbered List

Blockquote
More Button

Upload/Insert Media Wizard
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 With the Add Media button, you can easily add an image or document into a 
post or page by dragging and dropping your media files into the pop-up box.

You can also use this button to create download links to 
documents (PDF, Microsoft Word document, etc.). When 
inserting a document link into your page or post, make sure 
to select the Media File option from the Attachment Display 
Settings drop down menu.

You can search your media items by “All”, “Uploaded to this post/page”, “Images”, “Audio”, 
and “Video”. 
1. Select the file you would like to add to the page or post. 
2. Under Attachment details:

Title: Name your media item.
Caption: The caption for your Media. For image type Media, the Caption is also used as alternate text 
for that image.
Description: A description for your particular media.
LInk To: Select the type of link you would prefer. 

Custom allows you to link to an outside URL. 
Media File creates a direct link to the file using the title as the link text. 
Attachment Page links to the file on a new page good for an image for example. None 
removes the link completely leaving a static image.

Content Overview

Posts
Posts are entries listed in reverse chronological order on the home page (if categorized 
under “Market View”) and all posts will archived on the “Perspectives” page. Posts are also 
displayed in the RSS feed of the blog. 

Pages
Pages are static and are not listed on the RSS feed. Pages do not use categories. An About 
page is the classic example. Pages are usually displayed in the menu.

SmartBlocks
Adds a custom post type that can be easily inserted at multiple spots, including widgets. 
Generally, we use these for custom homepage, header, footer & sidebar blocks. 
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Posts

All Posts
The main page of posts displays a table listing all the posts in 
chronological order. 
You can see title, author, categories, # of comments, date published or 
last modified, and the SEO title.  
 
This is also where you can remove posts. 

1. Check the box to the left of the title of each post you 
wish to remove.
2. Drop down “Bulk Actions” and select “Move to Trash”.
3. Press the apply button.

To Restore a post from the trash click on the trash link.
1. Check the post you wish to restore.
2. Select Restore from the Bulk Actions dropdown menu.
3. Click apply.

Add New Post

1. Add the title.
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2. Add text to the content box.

3. Set Category

4. Page links to: If you need to link your post to a specific PDF file. Paste the link in the Link to 

field.

5. Publish the post or save as a draft to be published later.

Edit A Post
The editor is covered under the “WordPress Editor” section starting on page 7 of this guide.
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Pages

All Pages
The main page of “pages” displays a table listing all the pages on the website. 
You can see title, author, date published or last modified, and the SEO title. 

This is also where you can remove pages. 
1. Check the box to the left of the title of each page 
you wish to remove.
2. Drop down “Bulk Actions” and select “Move to Trash”.
3. Press the apply button. 

To Restore a page from the trash click on the trash link.
1. Check the page you wish to restore.
2. Select Restore from the Bulk Actions dropdown menu.
3. Click apply.

Add New Page

1. Add The Title.

2. Check to be sure you are on the “visual tab” not the “text tab”. 
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3. Add the text to the content box.
4. Set the “Featured Image” by clicking on the set featured image link. (If you do not set a 

featured image a default image will be used.)

5. Drag your picture and drop it to upload or select a picture from the library displayed.

6. Click the button “set featured image”.
7. Publish the page or save as a draft to be 
published later.
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Edit A Page
The editor is covered under the “WordPress Editor” section starting on page 7 of this guide.

SmartBlocks 
SmartBlocks Introduction
The main page of “SmartBlocks” displays a table listing all the SmartBlocks on the website.

You can see the title and date for each one.
Edit SmartBlocks
The editor is covered under the “WordPress Editor” section starting on page 7 of this guide.

Trash SmartBlocks
It is not recommended that you delete SmartBlocks as this is usually custom areas that were 
built in to your design. However, we are still including a section on how to delete smart blocks 
just in the event that you find the need to do so.

The main SmartBlocks page is also where you can remove unecessary SmartBlocks. 
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1. Check the box to the left of the title of each SmartBlock you wish to remove.
2. Drop down “Bulk Actions” and select “Move to Trash”.
3. Press the apply button. 

Media
Library 
The main page of “Media” is called Library. It displays a 
table listing all the Media files on the website. You can see 
the file name and type, Author, where its uploaded to, 
and date it was added.

Add Image or File
1. Click Add New.

2. Either drag and drop images into the 
dotted box or click the “select files” button to 
locate the files on your computer.

Copy Direct Link

1. On the Library page, click the name of the file you would like 
to get a link to.
2. On the Edit Media page to the far right is a “Save” box with 
a file URL box. Select the full URL and copy. That is the full link 
and can be pasted anywhere you may need.
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Edit Media

1. On the Library page, click the name if the “image” you would like to edit.

2. Click the “edit image” button.

3. Edit Image. (View editing options in detail on page 17 of this booklet)

4. Save Changes.
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Editing Options
From Left to Right:

Crop - Edit/remove a portion of the image.
Rotate - counterclockwise.
Rotate - clockwise.
Flip - Vertically.
Flip - Horizontally.
Undo - Undo a change you made.
Redo - Redo a change you just undid.

Scale your image: Adjust the size of your image without croping or removing any portion of it.
Image Crop: Cut a portion of your picture away.

Apply Changes: This section will allow you to choose if you would like to make the changes 
to both the image and anywhere a thumbnail is used, the thumbnail only or the image only.
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Delete Media File

1. On the Library page, hover over the name of the image you would like to remove. 

2. Once the links appear below the name select “Delete Permanately”.

Locate in Website
On the Library page, to the right of the file name there is a column named uploaded to.  This 
column lists which pages your file is located on. If you would like to view that page just click 
the name of the page and it will take you to the editor for the page your file is located on. It 

is possible to have a file be used on multiple pages.

Menu
The menu section controls the navigation on your page. Both at the 
top (header) and the bottom (footer).
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Edit Menu
1. Select the menu you wish to edit.

2. To edit existing menu items click the drop down arrow of the menu item you 
would like to change.

3. Edit the Navigation Label field to edit what your 
menu items is labeled as in the menu. 

4. To remove a menu item click “remove”.

Add New Menu Item
There are two different ways to add menu items. The first way is to create a custom URL 
which is beneficial when you would like to link to an outside source or a third party. The 
second way is via the list of existing Pages within your website. The third and final way is via 
categories which allows a category of your posts to be added to the menu. 

Custom URL: Place the link to the internet file/website you 
wish to link to in the URL field. Label your menu item in the 
Label field.

Pages: You can locate the page(s) you would like to add to 
your menu by the most recent, all, or search for individual 
pages. Check the pages you wish to add and Click the add 
to menu button. 

Categories: Select a post category you would like to add and 
click add to menu. 

Drag your Menu items around to sort them in the order you would like 
them displayed.
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Create Drop Down Items
To use drop downs in your menu you drag your menu items to be indented below the item 
they need to drop down under. 

Contact Forms
Gravity Forms
About Gravity Forms
The Forms section controls the forms contained 
throughout your webiste. For example your contact 
form located on the contact us page.

To access your form select the form from your forms main page. 
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Add form field
1. Select the type of field you would like to add from the existing list of options.

2. Click the new field it created (often placed at the bottom of the form).

3. Edit the field label to change the text that appears before the 
form field.
4. Optional - Add the description. It gives the user some direction 
on what to include in this field. 
5. Under rules select whether the field is required or can not be 
duplicated.
6. Click the update form button.
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Remove form field
1. Select the field you would like to remove.

2. Click the delete option in the top right corner of the selected form field. 

3. Click the update form button.

Edit Settings

Form Settings to edit the form name, description and location of description. Confirmation 
tab you can edit the automatic response they receive when the form is filled out and 
whether it is received as text or sends them to a different page.
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Notifications allows you to edit the email address that receives submissions if different than 
the email address on the WordPress admin account.

Entries is a page where you can view all submissions and details made through the form.

Contact Form 7
About Contact form 7
The Contact section controls the forms contained throughout your 
webiste. For example your contact form located on the contact us 
page.  To access your form select the form from your Contact page. 
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Edit Email Address
To edit the email address your form sends to scroll down to the second 
box on your contact form.

Event Calendar
Ajax Event Calendar
About Ajax Event Calendar

The Ajax Event Calendar is an easy-to-use visual calendar that allows users 
to add, edit, copy, delete and filter events into customizable categories - 
supports daily, weekly, monthly and yearly repeating events. 

 
The Main Calendar section 
is where you go to edit and 
add events to your web site. 

Categorize Events
1. Click on Categories.

2. Type the name of the new category and select a color to go with your new category.
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3. Click the add button.
4. You should now see your new category listed below.

New Event
1. Click on the day you would like to add an event to.

     NOTE: Anything highlighted in yellow is required to post an event.

2. Select the Duration of your event. All day, more than one day, uncheck the all day box to 
select a time frame.
3. Determine if your event is a repeating event and set it.
4. Add your title. 
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5. Select your category.
6. Fill out the remaining fields as needed.
7. Click the add buton.

Delete Event
1. Click on the event you wish you remove.

2. Press Delete on the bottom left corner of the pop up wizard.
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Slideshows
NextGen Gallery
About NextGen Gallery
NextGEN Gallery is the most popular WordPress gallery plugin, and one 
of the most popular WordPress plugins of all time, with over 6 million 
downloads.

It provides a powerful engine for uploading and managing galleries 
of images, with the ability to batch upload, add/delete/rearrange/
sort images, edit thumbnails, group galleries into albums, and more. It 
also provides two front-end display styles (slideshows and thumbnail 
galleries), both of which come with a wide array of options for 
controlling size, style, timing, transitions, controls, lightbox effects, and 
more.  
 
We will cover some of the basic areas of NextGen. For additional 
information visit the FAQ. The link can be found in the appendix at the end of this booklet.

Add New Image to Slider or Gallery
1. Click on Add Gallery / Images. 

2. Choose the image(s) you would like to add then select the Gallery that is used for the 
slideshow or gallery you want to add to.

3. Click Upload Images.

Create A New Gallery
1. Click Add Gallery / Images.
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2. Click Add New Gallery in the gray bar.

3. Name your gallery.
4. Click the add gallery buton.
5. You should now be on the upload images screen. Follow the “Add New Images Section” 
located on page 27 to add images to your new gallery.

Edit Gallery
1. Click on Manage Gallery.

2. Select the gallery you would like to edit.

3. Use the drop down box to select what you would like to do. You can resize thumbnails, 
delete images, rotate, resize and so on. This option allows you to select all the images you 
would like to edit and edit them all at once or you can edit them one at a time. 
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4. To edit via bulk actions be sure to check the images you want to edit before selecting an 
action from the bulk actions dropdown.

5. Additionally, you can exclude photos from showing up without deleting them 
permanently. Just check the exclude box to the far right of the photos you want to exclude.

6. Click the save changes button at the bottom of the page.
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LayerSlider
About LayerSlider 
LayerSlider is an in depth slider option that allows us to incorporate 
text, movement and smooth transitions.
 
We will cover some of the basic areas of LayerSlider. 

Add New Layer to Slider
1. Select the slider you would like to edit.

2. Click on add a new layer.

3. Click inside the background box and select the file you wish to use from your computer.

4. Click save changes at the bottom of the screen.

Promotion Slider
About Promotion Slider
Promotion slider is a jQuery slider that makes it easy to insert a simple slideshow, or implement 
multiple rotating ad zones, on a webpage. Because it is highly-customizable, you are in 
complete control of what shows on the slider, what shows on your promotion pages and how 
it all works. A simple options page and straight-forward shortcodes provide great flexibility to 
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the average user, while power users can take advantage of special actions and filters built 
into the plugin to add their own customizations.

Add a new Promotion
1. Click on add a new promotion.

2. Add a title.

3. Set the featured image by clicking on the featured image link and locate the file on your 
computer.

4. Click the set featured image button on the wizard.

5. publish the new promotion by clicking the publish button.
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Delete Promotion
1. Click on Promotions.

2. Hover over the title of the promotion you want to delete then click on the trash link.

Directory
Connections
About Connections
Quite simply, Connections is the best directory plugin available 
for WordPress. Its simplicity in design and function, vast array of 
unique features and versatility are the reasons more and more 
people are turning to Connections for their directory needs. You 
can use Connections to create a simple address book, maintain 
a staff directory and even run a business directory or link directory. 
Connections was built bottom up to be as configurable as possible 
while providing the features you need. 

In this booklet we will cover some of the basic features to get you 
started.

Add New Listing
1. Click on Add Entry.

2. Fill in the necessary fields. If you are not sure which those are. You can check a current 
listing to see what to include. 
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3. Select Organization.
4. Set the category.
5. Publish the new listing.

Edit Listing
1. Click on Manage.

2. Select the entry you would like to edit.

3. Make needed changes and click update.

Delete Listing
1. Click on Manage.

2. Hover over the title of the entry you would like to remove and click the delete link.
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Support

Contact Us
Design Done Right 
600 Lackawanna Ave.
Cedar Ave Suite
Scranton, PA 18503

Phone: 570.343.5530

Video Tutorials
Link: www.DesignDoneRight.com/videotutorials
Username: DDRclients
PW: Clients1

Appendix
Wordpress Support: http://wordpress.org/support/
NextGen Plugin FAQ: http://wordpress.org/plugins/nextgen-gallery/faq/


