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1. What is WordPress?

• Open source WordPress is the most popular online 
publishing platform, currently powering more than 28% of 
the web.
• You can start a blog or build a website in seconds without 

any technical knowledge.
• WordPress.com network welcomes more than 409 million 

people viewing more than 15.5 billion pages each month.
• Users publish about 41.7 million new posts and leave 60.5 

million new comments each month.



2. Local Environment (XAMPP)

• XAMPP stands for cross-platform, Apache, MySQL, PHP 
and Perl. It’s a simple and lightweight solution that allows 
you to create a local web server for testing purposes.
• WordPress isn’t a stand-alone application and 

requires server software in order to run.
• XAMPP provides the necessary environment needed to 

run WordPress on a local machine.



Download XAMPP
1. Go to the XAMPP website at https://www.apachefriends.org/index.html.
2. Select and download your preferred XAMPP version.
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Installing XAMPP
1. Once downloaded, launch the installer.
2. Click Next.

During the install process, you may receive 
warnings such as Windows asking you if 

you’re sure you want to install the software 
and the installer prompting you about 

antivirus software. Click “Yes” to continue 
with the install.
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Installing XAMPP
3. You can choose which components to 

install. In order to install XAMPP and 
WordPress, you do not need all of the 
components. In addition to the required 
components, all you need are:
• MySQL
• PHPMyAdmin

4. Uncheck everything else and then Click 
Next.3
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Installing XAMPP
5. You can now select which folder to 

install XAMPP by click on folder icon or 
you can skip this step and leave it as 
the default. 

6. Click Next5
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Installing XAMPP
7. Click Next

Notes:
• You can uncheck the box to Learn more 

about Bitnami for XAMPP
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Installing XAMPP
8. Click Next, you’re ready to run the 

install.
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Installing XAMPP
Notes:
• The install process might take a few 

minutes:
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Installing XAMPP
9. Once it finishes, you can launch the 

control panel to start working with 
XAMPP. Click Finish.
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1. Select and check the box for your 
preferred language

2. Click Save.

Notes:
• Check the box next to the American 

flag for English, or check the box next 
to the German flag for German.

Set language for your XAMPP control panel

2
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Start the modules and test your server

• To install XAMPP and WordPress 
properly, you’ll need to run two 
modules:
• Apache
• MySQL

• You can start both modules from 
the XAMPP control panel.

1. Click Start to start the Apache 
module

2. Click Start to start the MySQL 
module
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Start the modules and test your server

3. Once you start them, you should 
see the Apache and MySQL
module turn to green
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Test your local server
• Test that your local server is working by going to http://localhost/ in your web browser.
• If all went well, you now have a functioning XAMPP server on your Windows PC!

Students only



3. Downloading WordPress
1. Go to 

https://wordpress.org/download/
2. Click on Download WordPress

Notes:
• You’ll also see a Download 

.tar.gz link underneath, but you 
can safely ignore it. 

• The .zip file is all you’ll need to 
download. Save it to your 
computer, and then unarchive the 
files before moving on to the 
particular folder.
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Creating a folder in XAMPP
• Then, in Windows, go to the folder where you installed XAMPP. C://xampp
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Creating a folder in XAMPP
• Then, in that folder, find the htdocs subfolder:
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Creating a folder in XAMPP
• In htdocs, create a new folder 

for your test site. Then right click 
on your mouse, select New > 
Folder. 

• This folder name will become 
the sub-name used to access 
your site. For example, if you 
make the folder wordpress, 
you’ll access your site by going 
to http://localhost/testsite.

• Once you create the folder, 
extract the WordPress .zip file 
you downloaded from 
wordpress.org into it:

The folder name that you create must be in lowercase with no space. Example : mudotmy
(cannot be MU DOT MY)
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Installing Wordpress
Find the WordPress zip file in your download 
folder and extract the zip file by double-
click on it
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Move the extracted file to your created folder
• Select and copy all the 

extracted file
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Move the extracted file to your created folder

• Right-click and click Paste to 
move all extracted file into the 
folder that you just create 
before.
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Move the extracted file to your created folder
• The extracted file will be placed into your created folder like this. Now, you are done 

installing WordPress locally on your windows PC.
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4. Installing WordPress

• This topic describes how to create a database 
using cPanel, a popular platform management utility 
offered by many web hosts.
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Create a Database for WordPress

Go the 
http://localhost/phpmyadmin/
or Open your XAMPP Control 
Panel to launch phpMyAdmin.

1. Click on Admin button
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Create a Database for WordPress

phpMyAdmin will be launch on 
your browser:

2. Click on Databases at the 
top
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3. Enter a name for your 
database

4. Click on Databases at the 
top

Notes:
Your database name can be 
anything – just remember it 
because you’ll need it for the 
next step.

Now your database for 
Wordpress has been created.
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Create a Database for WordPress
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Run the WordPress installer
1. Open your browser, and 

visit your site. 

You should see the normal 
WordPress installer. 
Remember, your site is just
http://localhost/FOLDERNAME

Notes:
The FOLDERNAME is a folder 
name that you created 
before.
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Run the WordPress installer

2. Select your preferred language 
and then Click Continue
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Run the WordPress installer

3. Read some information on 
the database and get 
prepare your database 
detail and then Click Let’s 
go!
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Run the WordPress installer

4. Enter your Database 
Name

Database Name = Name of 
the database you created 
in PHPMyAdmin

5. Enter your Username as 
“root”

6. Leave it blank for 
Password

7. Click Submit
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Run the WordPress installer
8. Click Run the installation. 
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Run the WordPress installer
9. Enter your Site Title
10.Enter your Username
11.Enter your Password
12.Tick Confirm use of weak 

password if your password is 
weak

13.Enter Your Email
14.Click Install WordPress

Notes:
Username and Password needed 
for your WordPress login.

Now, your WordPress installation is 
complete!
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• Once you complete the 
installation, go visit your site 
http://localhost/FOLDERNAME

• You should see your WordPress 
install running perfectly on your 
local host.

WordPress Installation Completed
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5. Interface Introduction

WordPress Dashboard is the first 
screen you see after logging into 
WordPress.

On the Dashboard you will find 
both status information and links 
to all administrative areas of 
your site.Students only



5. Interface Introduction

The most common way of moving around in 
the admin area is by using the navigation links 
in the left sidebar. Some of these are used 
much more frequently than others, particularly 
posts, pages and comments.
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5. Interface Introduction
You can click on Collapse menu on the left sidebar to simplify the menu.
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5. Interface Introduction
Hide, show and position Dashboard widgets

In the body of the Dashboard, you will find a number of administrative widgets
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5. Interface Introduction
Hide, show and position Dashboard widgets
Using Screen Options, you can hide or show the Dashboard widgets you want.

1. Click on Screen Options on the right top of Dashboard.
2. Click the check box to hide or show the widgets.
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5. Interface Introduction
Hide, show and position Dashboard widgets

3. You can move the widget to a different position on the Dashboard
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6. General Setting
1. Go to Settings > General on your dashboard left sidebar
2. You can change some general settings of you WordPress site (eg: Site Title and Tagline, 

URL Settings, E-mail Address, Timezone, Weekday Start, and Language
3. Once you’ve updated or changed these settings, click Save changes.
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• You can create content for your site in WordPress by using 
Post and Pages.
• While publishing posts is the primary way to share content 

on your site, you can also add additional pages to make it 
look and feel more like a traditional website.

7. Content Creation
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7.1 Post vs Pages

A post is dynamic, meaning it can be used and shown in 
many different ways (in a blog page, shared on social 
media, etc).

A page is static, meaning that once you make it, the page 
stays in one spot until you physically change it.
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7.1 Post vs Pages
Similarities Between POSTS and PAGES
Open your new post and your new page so they are side-by-side. Show how both 
have the following options:
• Title
• Content
• Add Media
• Add Contact Form
• Discussion Options
• Sharing Options
• Featured Image
• Privacy Settings

Students only



7.1 Post vs Pages
Things Unique to PAGES
Notice how Pages are static and are not listed by date. They don't have tags or 
categories, and you can change the template. You can use a menu to make your 
pages stand out for readers, or you can use the pages widget. Some themes show 
pages in tabs at the top of a blog. Here are some popular uses for pages:
• Category Page
• Contact Page
• About Page
• Home Page
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7.1 Post vs Pages
Things Unique to POSTS
As discussed earlier, posts are a bit different from pages. Check out how your posts 
can be found in archives, categories, recent posts, various widgets and RSS feeds of 
your blog. There are also different ways of showing posts. For example, you 
can create a sticky post, which means that the post will show before all other posts. 
You can also limit the number of posts shown by going to 
Dashboard>Reading>Settings. 

The URL for a post includes the date the post was published like 
this: http://wordpress.mu.my/2018/06/29/test-post/

Date will show in the post and URL Students only



7.2 How to add a post
1. Go to Posts > Add New on your dashboard left sidebar
2. Now you can edit your post by editing the title and content
3. To save your work, go to the “Publish” metabox and click “Publish/Update”
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7.2.1 WYSIWYG Editor
• The editor uses a WYSIWYG (What You See Is What You Get) toolbar 

that is similar to word processing software and text editing 
applications.
• You don't need to understand HTML code that is the standard for 

web content, as you can use the visual editor which creates and 
manages the underlying code for you. (Note that the WordPress 
editor does allow users to see and modify the actual HTML code for 
content, if desired.)
• You'll also be able to add links, add images and media, and insert 

symbols and special characters to web content.Students only



7.2.1 WYSIWYG Editor

With two rows of formatting buttons on the toolbar, you can toggle back to a single row by 
clicking the Toolbar Toggle button.

Toolbar
When you open a page or post to edit it, the basic WYSIWYG toolbar appears at the top of 
the editing panel. By default the editor only displays a single row of formatting buttons. You 
can use the Toolbar Toggle button, also called the kitchen sink, to make a second row 
of toolbar buttons available.
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7.2.2 Add Images / Video
1. Click Add Media to add images / video

2. Select or drag file to upload
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7.2.2 Add Images / Video
3. Click Insert into post
4. Now your image/video is inserted into your post.
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7.3 Categories

• By default, posts are arranged in chronological order 
reflecting their timely nature.
• Posts can also be organized using categories and tags as 

a means of taxonomy.
• Pages cannot use categories and tags; instead, they are 

organized in parent-child hierarchies.
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7.3 Categories
1. Go to Dashboard > Posts and open the post that you want to edit
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7.3 Categories
2. In the right-hand column of meta boxes, scroll down to the "Categories" meta box.
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7.3 Categories
3. By default all posts are placed in "Uncategorized”, select any category available or click 

the "Add New Category" link to create one.
4. Create the new category name.
5. Click Add New Category.
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7.4 Tags

• Tags are managed in a similar manner to categories, 
except that tags do not have a parent property, so they 
cannot be organized in a hierarchy. 
• Remember that posts can and should have multiple tags, 

as applicable, and they are more specific than 
categories.
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7.4 Tags
1. Go to Dashboard > Posts and open the post that you want to edit
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7.4 Tags
2. In the right-hand column of meta boxes, scroll down to the "Categories" metabox, which 

is below the "Categories" metabox.

2
At first, you will only see an empty 
input box with an "Add" button for 

the "Tags" metabox, unlike the 
"Categories" metabox which 
displays a list of checkboxes.
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7.4 Tags
3. Type "new tag" in the input box and click the "Add" button.
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7.5 Adding a Page
1. Go to Pages > Add New on your dashboard left sidebar
2. Now you can edit your page by editing the title and content
3. To save your work, go to the “Publish” metabox and click “Publish/Update”
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7.5.1 Parent Page
WordPress has an option on the Edit / Add New Page screen under the heading Page 
Attributes. From here, you can easily choose a “Parent” page from a drop-down of 
published pages. This will change the URL structure of your page, and it will also force 
breadcrumbs to display the proper page hierarchy!

The URL will appear as http://yoursitename/parent-page/your-page
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7.6 Post / Page Revisions

• The Revisions metabox shows any backup copies of your 
page.
• Each time you click Save Draft or Update, a revision is 

saved.
• Revisions allow you to look back at the recent changes 

you’ve made and revert to an earlier version if necessary.
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7.6 Post / Page Revisions
1. To find the Revisions metabox, you will need to go to the edit screen for 

the page/post that you want to see the revisions for.

The metabox will not show 
until you have made some 

revisions.
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7.6 Post / Page Revisions
2. Click on Browse on under Revisions. The number indicates the total versions saved by 

WordPress.
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7.6 Post / Page Revisions
3. You can then see what changes were made in each revision by dragging a slider, or 

using the Previous and Next buttons (pictured below).

Drag the slider
Previous button Next button

Older version Newer version
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Older version Newer version

If you’re used to code diff tools, the basic layout of the page here will be familiar with the 
previous version on the left, newer version on the right, and differences highlighted 
visually.

In addition to viewing the versions, you also have the option of restoring to a previous 
version entirely.
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Comparing Revisions

You can also highlight changes between completely separate versions by ticking 
the Compare any two revisions checkbox and then use the slider to select the options you’re 
after.

In the example below, we’re comparing versions that aren’t immediately after one another:
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7.7 Add / Edit / Delete contents
Add contents
1. Go to Posts/Pages > All Posts/Pages on your dashboard left sidebar

2. Click “Add New” to create new post/page.

1
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7.7 Add / Edit / Delete contents
Edit contents
1. Click the title of the post/page or click “Edit” to edit the post/page.
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7.7 Add / Edit / Delete contents
Delete contents
1. Hover over the mouse to the post/page you want to delete, click Trash.

1
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7.7 Add / Edit / Delete contents
Delete contents
2. Go to Trash to check your trash items.
3. Hover over to the post/page, click Delete Permanently if you want to delete the item 

permanently.

2
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8. Menu
Menus provide a list of links for website navigation. You can customize and manage menus 
by following these steps:

1. Go to Appearance > Menus on your dashboard left sidebar

1
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3. Give your menu a name, then click Create Menu.

2. To create a new custom menu, click the create a new menu.

2

3

You can create multiple menus. If your theme includes support for more than one menu, you 
can choose which custom menu to associate with each. You can also use custom menus in 

conjunction with the Custom Menus widget.
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Once a menu is created these options are available:
Auto add pages
a. Check this box so that anytime a new top-level Page is created, that Page will 

automatically be added to the menu
Display location
b. If more than one menu is supported, you can select where this menu should go.
Delete Menu
c. Click this link to delete the menu. Deleting also deletes the menu items.
Save Menu
d. After complete, click Save Menu.

a

b

c d
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1. Three tabs, Most Recent, View All, and Search, 
determines what posts are displayed for selection as a 
menu item.

2. Select the items you want to add to the menu by 
checking the boxes.

3. Click Add to Menu button to add the selected items to 
the menu.

4. You can add Posts, Custom Links and Categories to 
your menu.

1
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Add Menu Items
After a menu is created, then detail items can be added to the menu. Choose items like 
custom links, pages, and categories, from the left column to add to the menu.
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If you don't see your custom post types or taxonomies, look under the Screen Options to 
make sure they are checked to be Show on Screen.

a. Click on Screen Options on the right top of Dashboard.

b. Click the check box to hide or show the menu items types.

a

b

Students only



5. Your selected menu items have been added in a flat list in the “Menu Structure” panel. 
You can rearrange your menu by simply dragging each item into the order you prefer.

6. After complete, click Save Menu.

5

6

Each item can be moved by hovering the 
mouse cursor over the menu item title bar, 

when the mouse cursor changes to 4-arrows, 
hold the left-mouse button down, drag the 
menu item to where you want to place it, 

then release the mouse button (this is called 
drag-and-drop).
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1. You can also drag a menu item a little to the right to make it a sub menu, to create 
menus with hierarchy. You'll see when the position of the drop target shifts over to portray 
the nested placement.

8

8.1 Sub menu / Dropdown menu
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Example Sub Menu 1

Example Sub Menu 2
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2. Click the downward pointing triangle 
to open the configuration options.

3. You can specific a different 
Navigation Label for a menu item.

4. A red Remove link is available to 
delete the item from the custom 
menu.

5. After complete, click Save Menu.

3

4

You can also click each item to reveal additional configuration options.

2
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9. Appearance

• This menu is where most of action happens for changing 
the design of your site. Within this menu, you’ll find the 
Themes panel.
• There are close to 3000 free themes in the official 

WordPress.org directory (https://wordpress.org/themes/)
and at least as many in the commercial space.
• The look and feel of your site can change completely just 

by using a different theme, while your content will remain 
the same.
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9.1 Switch to different theme

1

1. Go to Appearance > Themes on your dashboard left sidebar

2. You can find the available themes which already installed to your site.

2
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Activate Your Theme

Once your theme is installed, you will need to 
activate it to make it visible on your website.
3. From the themes panel, roll over the theme 

thumbnail image for the theme you are 
interested in to see options for that theme.

4. You can view more information about any 
theme by clicking "Theme Details".

5. A live preview of any theme (using your site's 
content) can be seen by clicking "Live 
Preview".

6. To activate the theme click the "Activate" 
button.

4
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9.2 Install a free theme

2. Select "Add New".

1

1. Go to Appearance > Themes on your dashboard left sidebar

2
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3. To install a theme from the Theme Directory, either use the "Search" or "Filter" options to 
locate a theme you would like to use.

4. Click on "Preview" to preview the theme or "Install Now" to upload the theme to your site.

3

4

Students only



9.3 Customizer
Theme Customizer provides a centralized place to change 
options that control the look of your WordPress site.
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1. Click on the section that you want to customize.
2. You can change the settings as desired.
3. You should see the results of your changes in the preview screen in real time.

1
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a. You can move back and forth between 
panels in the Customizer without losing 
your changes.

b. Once you like what you see, you will need 
to click the blue Save & Publish button at 
the top of the panel to save your work.

c. To close the Customizer panel, click the X 
at the top left of the Customizer panel.

d. You can click on the setting icon for more 
action settings.

a

c b

d
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10. Introductions to plugins

• Plugins are ways to extend and add to the functionality 
that already exists in WordPress.
• The core of WordPress is designed to be lean and 

lightweight, to maximize flexibility and minimize code 
bloat.
• Plugins offer custom functions and features so that each 

user can tailor their site to their specific needs.
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10.1 Activate , Deactivate, Delete a plugin
Activate a plugin
1. Go to Plugins from the Dashboard left sidebar.

2. Locate your installed plugin, and click on the “Activate” link below the name.
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3. Follow the prompts to activate your plugin account.

Deactivate plugin
1. Locate the plugin you want to deactivate, and click on the “Deactivate” link below the name.
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Delete a plugin
1. Locate the plugin you want to delete, and click on the “delete” link below the name.

2. There will be a pop up window appear on the top of the page, click OK to confirm your 
request.
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10.2 Add a plugin
1. Go to Plugins > Add New on the Dashboard menu

2. Search for the plugin name or type, or browse one of the categories or tags.

1
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3. Review the standard information: last 
updated, number of downloads, 
compatibility, etc.

4. If you decide to install the plugin, click the 
"Install" button

5. After installing a plugin, it must be 
activated, click the "Activate" link.

3
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10.3 Security and Sustainability Checklist

• Use Strong Passwords
• Keep WordPress updates current
• Guard your information
• Use Anti-Malware
• Use WordPress Security Plugins
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10.4 List of useful plugins
• OptinMonster
• WPForms
• MonsterInsights
• Constant Contact
• Sucuri
• BackupBuddy
• Yoast SEO
• W3 Total Cache
• MaxCDN
• Envira Gallery
• MemberPress
• Shared Counts

• LearnDash
• Quick and Easy FAQs
• Insert Headers and 

Footers
• CSS Hero
• Beaver Builder
• Google Apps for Work
• Freshbooks
• SEMRush
• All in One Schema.org

Rich Snippets
• BirchPress
• OutreachPlus
• Slack
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10.5 Installing Google Translate plugin
1. Go to Plugins > Add New on the Dashboard menu

2. Search Google Translate in the search bar

1
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3. Locate Google Translate plugin, and click Install Now.

4. After install, click Activate.

5. Your Google Translate plugin has been installed, click Settings.
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6. Change your preferred settings.

7. After complete settings, click Save Changes.
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