ITEC321 - Administering Web-based Content
Management System

Chapter 3:
WordPress Settings, Plugins

and Categories




OBJECTIVES

* Learning WordPress Settings

[]General Settings

[J Writing Settings
[1Reading Settings
[ Discussion Settings
[1Media Settings

1 Permalink Settings

* Plugins and the installation process of it

 WordPress Categories




Settings — General

This Settings General Screenis the default Screen in the Settings Administration
Screen and controls some of the most basic configuration settings for your site: your site's
title and location, who may register an account at your site, and how dates and times are
calculated and displayed. Step 1 — Click on Settings — General option in WordPress.
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Step 2 - The General Setting page is displayed as shown in the following snapshot.
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Site title

Enter the name of your site (or blog) here. Most themes will display this title, at the
top of every page, and in the reader's browser titlebar. WordPress also uses this title

as the identifying name for your Syndication feeds.

Tagline

In a few words, explain what your site is about. Your sites's slogan, or tagline, might
be entered here. A tagline is short phrase, or sentence, used to convey the essence

of the site and is often funny or eye-catching.

WordPress Address (URL)
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Enter the full URL of the directory containing your WordPress core application files
(e.g., wp-config.php, wp-admin, wp-content, and wp-includes). For example, if you
installed WordPress into a directory called "blog", then the WordPress address
would be http://example.net/blog (where example.net is your domain). If you installed
WordPress into your web root, this address will be the root URL http://example.net.
WordPress will trim a slash (/) from the end. If you defined
the WP_SITEURL constant in your wp-config.php file, that value will appear in this
field and you will not be able to make changes to it from the WordPress
administration screen.

Site Address (URL)

Enter the address you want people to type in their browser to reach your WordPress
site. This is the directory where WordPress's main index.php file is installed. The Site
address (URL) is identical to the WordPress address (URL) (above) unless you
are giving WordPress its own directory. WordPress will trim a slash (/) from the end.
If you defined the WP_HOME constant in your wp-config.php file, that value will
appear in this field and you will not be able to make changes to it from the
WordPress administration screen.

E-mail Address
Enter the e-mail address to which you want WordPress to send messages regarding
the administration and maintenance of your WordPress site. For example, if you
allow new users to register as a member of your site (see Membership below), then
a notification will be sent through e-mail to this address. In addition, if the option, An
administrator must always approve the comment, is set
in Administration > Settings > Discussion, this e-mail address will receive notification
that the comment is being held for moderation. Please note this is different than the
address you supplied for the admin user account; the admin account e-mail address
is sent an e-mail only when someone submits a comment to a post by admin. The
address you enter here will never be displayed on the site. You can send messages
to multiple admins by using an email address which forwards email to multiple
recipients.

Membership
Anyone can register - Check this checkbox if you want anyone to be able to register
an account on your site.

New User Default Role
This pull-down box allows you to select the default Role that is assigned to new
users. This Default Role will be assigned to newly registered members or users
added via  the Administration > Users > Users  Screen. Valid choices
are Administrator, Editor, Author, Contributor, or Subscriber.

Timezone
From the pulldown box, choose a city in the same timezone as you. For example,
under America, select New York if you reside in the Eastern Timezone of the United
States that honors daylight savings times. If you can't identify a city in your timezone,
select one of the Etc GMT settings that represents the number of hours by which
your time differs from Greenwich Mean Time. Click the Save Changes button and
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the UTC time and "Local time" will display to confirm the correct Timezone was
selected.

Date Format
The format in which to display dates on your site. The Date Format setting is
intended to be used by theme designers in displaying dates on your site, but does
not control how the date is displayed in the Administrative Screens (e.g. Manage
Posts). Click the Save Changes button and the "Output" example below will show
the current date in the format entered. See Formatting Date and Timefor some of the
formats available.

Time Format
The format in which to display times on your site. The Time Format setting is
intended to be used by theme designers in displaying time on your site, but does not
control how the time is displayed in the Administrative Screens (e.g. Write Post edit
of timestamp). Click the Save Changes button and the "Output" example below will
show the current time in the format entered. See Formatting Date and Time for some
of the formats available.

Week Starts On
Select your preferred start date for WordPress calendars from the drop-down box.
Monday is the default setting for this drop-down, meaning a monthly calendar will
show Monday in the first column. If you want your calendar to show Sunday as the
first column, then select Sunday from the drop-down.

Site Language
The WordPress dashboard language.

Save Changes
Click the Save Changes button to ensure any changes you have made to your
Settings are saved to your database. Once you click the button, a confirmation text
box will appear at the top of the page telling you your settings have been saved.

Step3 - After filling all the information about general settings, click on Save
Changes button. It saves all your general setting information.




Settings — Writing

The writing settings controls the writing experience and provides options for customizing
WordPress site. These settings control the features in the adding and editing posts, Pages,
and Post Types, as well as the optional functions like Remote Publishing, Post via e-mail,
and Update Services. Following are the steps to access the writing settings.

Step (1) - To change writing settings, go to Settings — Writing option.
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Step (2) - The Writing Setting page is displayed as shown in the following screen.




Writing Settings
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To post to WordPress by e-mail you must set up a secret e-mail account with POP3 access. Any mail received at this adds
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Mail Server mail_e ample_com Port’ 110
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Update Services
When you publish a new post, WordPress automatically notifies the following site update services. For more about thes

http://rpc.pingomatic.com/

Following are the details of the fields on the page.
o Formatting — This field defines two sub options for better user experience.

o The first option Convert emoticons like :-) and :-P to graphics on display will
turn text-based emoticons into graphic-based emoticons.

o The second option WordPress should correct invalidly nested XHTML
automatically corrects the invalid XHTML placed within the posts or pages.




o Default Post Category — It is a category to be applied to a post and you can leave
it as Uncategorized.

o Default Post Format — It is used by themes to select post format to be applied to a
post or create different styles for different types of posts.

e Post via e-mail — This option uses e-mail address to create posts and publishes
posts on your blog through e-mail. To use this, you'll need to set up a secret e-mail
account with a POP3 access, and any mail received at this address will be posted.

e Mail Server — It allows reading the e-mails that you send to WordPress and stores
them for retrieval. For this, you need to have POP3 compatible mail server and it
will have URI address such as mail.example.com, which you should enter here.

e Login Name — To create posts, WordPress will need its own e-mail account.
The Login Name will use this e-mail address and should be kept as a secret as
spammers will post links redirecting to their own websites.

o Password — Set password for the above e-mail address.

o Default Mail Category — It allows selecting custom category for all the posts that
are published via Post by e-mail feature.

e Update Services — When you publish a new post, WordPress will automatically
notify the site update services in the box. See the Update Services on the codex
for the long list of possible services.

Step (3) — After filling all the above information, click on Save Changes button to save
your information.




Settings — Reading

Reading Setting is used to set the content related to the front page. You can set the
number of post to be displayed on the main page.

Following are the steps to access the reading settings -

Step (1) - Click on Settings — Reading option in WordPress.
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Step(2) - The Reading Settings page is displayed as shown in the following screen.
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Following are the details of the fields on reading settings.

o Front page displays — This section is used to display the front page in any of the
following format -

o Your latest posts - It displays latest posts on the front page.
o A static page - It displays the static pages on the front page.

o Front Page - You can select the actual page you want to display on front
page from the drop down.

o Posts Page - You can select the page from the drop down which contains
posts.

e Blog pages show at most — The number of posts to be displayed per page or site.
By default, it is set as 10.

e Syndication feeds show the most recent — The user can view the number of
posts when they download one of the site feeds. By default, it is set as 10.

e For each article in a feed, show — This section is used to display the post by
selecting any of the following formats —

o Full Text - It displays the complete post. It is set as default.
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o Summary - It displays the summary of the post.

e Search Engine Visibility — After clicking on the checkbox, Discourage search
engines from indexing this site, your site will be ignored by the search engine.

Step(3) - After filling all the information, click on Save Changes button to save your
Reading Setting information.
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Settings — Discussion

WordPress discussion setting can be defined as the interaction between the blogger and
the visitors. These settings are done by the admin to have a control over the posts/pages
that come in through users.Following are the steps to access the Discussion setting —

Step (1) - Click on Settings — Discussion option in WordPress.
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Step (2) — The Discussion Settings page is displayed as shown in the following snapshot.
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Following fields are seen in Discussion settings.

o Default article settings — These settings are default to the new pages you create
or new posts. This contains three more settings. They are -

o Attempt to notify any blogs linked to from the article - When you publish
articles then it sends a notification (sends pings and trackback) to other
blogs.

o Allow link notifications from other blogs (pingbacks and trackbacks) -
Accepts pings from other blogs.

o Allow people to post comments on new articles - You can allow or
disallow other people to comment on your article using this setting.

You can change the settings as per your will for individual articles.
e Other Comment Settings — This setting has the following options -

o Comment author must fill out name and e-mail — When you check this
box, it is mandatory for visitors to fill their name and email address.

o Users must be registered and logged in to comment — If you check this
box, only those registered visitors can leave comments, if not checked
anyone can leave any number of comments.

o Automatically close comments on articles older than days - This option
allows you to accept comments only for a particular time period as per your
wish.

o Enable threaded (nested) comments - When you check this option,
visitors can reply or have a discussion and get responses.

o Break comments into pages with top level comments per page and the
page displayed by default — If your pages are getting a lot of comments
then you can split them into different pages by checking this box.

o Comments should be displayed with the comments at the top of each
page - You can arrange the comments in the form of ascending or
descending order.

o Email me whenever - This setting contains two options, namely -
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o Anyone posts a comment - When you check into this box, the author gets
an e-mail for every single comment that is posted.

o A comment is held for moderation — This is used in case you do not want
your comment to be updated before it's moderated by the admin.

o Before a comment appears — This setting allows how your posts are controlled.
There are two more settings as followed -

o Comment must be manually approved - If you check this box then only
the approved comments by the admin can be displayed on the posts or
pages.

o Comment author must have a previously approved comment — This can
be checked when you want to approve a comment of an author whose has
commented and his e-mail address matches the e-mail address of the
previous posted comment. Otherwise the comment is held for moderation.

e Comment Moderation — Contain only a specific number of links that are allowed
into a comment.

o« Comment Blacklist - You can input your own spam words which you do not want
your visitors to enter into the comments, URL, e-mail etc.; later it would filter the
comments.

e Avatars — Avatar is a small image that displays at the top-right-hand corner of the
dashboard screen beside your name. It is like your profile picture. Here you have a
few more options where you can set your avatar for WordPress site.

o Avatar Display - It displays your avatar besides your name when it is
checked.

o Maximum rating — You have a four other options of avatars you can use.
They are G, PG, R and X. This is the age section where you select
according to which type of audience you want to display your posts.

o Default Avatar — In this option, there are few more types of avatars with
images; you can keep these avatars according to your visitors e-malil
address.

Step (3) — Click on Save Changes button to save the changes.
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Settings — Media

It is used to set the height and width of the images which you're going to use on your
website.

Step (1) - Click on Settings — Media option in WordPress.
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Step (2) - The Media Settings page is displayed as seen in the following screenshot.
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Following are the details of the fields on Media settings -
e Thumbnail size — Set the size of the thumbnail.
e Medium size - Set the height and width of medium size images.
o Large size - Set width and height of larger images.

e Uploading files - After checking this checkbox, the uploaded image will be
arranged into year and month based folder.

Step (3) — After setting the dimension in pixels, click on Save Changesbutton. It saves
your media setting information.
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Settings — Permalinks

Permalink is a permanent link to a particular blog post or category. It allows setting the
default permalink structure. These settings are used to add permalinks to your posts in
WordPress. Following are the steps to access permalink settings.

Step (1) - Click on Settings — Permalinks option from the left navigation menu.
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Step (2) - When you click on Permalinks, the following page appears on the screen.
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Here are a few settings you can make -
e Common settings -
Check any of the radio buttons to choose your permalink structure for your blogs
o Default - It sets the default URL structure in WordPress.

o Day and name - It sets URL structure according to the date and name in
your posts.

o Month and name - It sets the URL structure according to the month and
name in your post.
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o Numeric - It sets numbers in the URL structure in your post.
o Post name - It sets post name in the URL structure in your post.

o Custom Structure - It sets the URL structure of your choice by writing the
desired name in the given text box.

e Optional

These are optional. You can add custom structure for main category or tag URL. If
your text box is empty then default settings is used. Here you have two options.

o Category Base — Add custom prefix for your category URL.
o Tag Base — Add custom prefix to your Tags URL.

Step (3) - Once you are done with changes, click on Save Changes button to save the
permalink settings.
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Plugins Settings

The WordPress Plugin is a software that can be uploaded to expand the functionality of the
site. Plugins are used to make your work easier. Following are the simple steps to add
plugins.

Step (1) — On the left side bar, Click on Plugins — Installed Plugins as shown in the
screen.
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Step (2) — The following page appears.
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In this section, you can view the already installed plugins.

Step (3) - Click on — Plugins — Add New menu as shown in the following screen.
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Step (4) — A list of plugins appears that are used in WordPress. Here you can directly
install plugins from the available list or you can upload it by clicking on Upload Plugin.

24 |



oS5 9 + New Howdy, admin [}

\ ol 1lable IRda
Add Plugins
Featured )
Comments -
Plugins extend and expand the funcrionality of WordPress. You may automaticaly sstall plugins from the WordPress Plugn Direcrary or uf L
Appearance plugin in .zip formes vie 1}

£ Plugins &

Theme Check Inszall B BuddyPress Install

A simple ond easy way fore Detoi BuddyPress helps you Mor ail
10 test your thern f run any bir J nl
il the latesn necawcrk on you
WeordPre 1andard WordPre wth
and procices. A great member profile
iheene development Activity stre ot
1« ; ur n
And more
Last Updated loys ag
¢ Active Installs v Compaub h your ver d
WerdPre 4 Last Updated: 2 days og

+ Activ L v Compatible with your version

bbPress seall Jetpack by Insvall N

WordPress.com

rum , il
are, made the Y WordPr
Y {Pre Streamiined
Last Updated: 1 moenh age
Last Updated: 2 weebs ag ”
P 1+ Million Active dnstal v Compatible with your version
2 ctive Install v Compatible h er N WordPre

WP Super Cache Install

al Avery 1 vehur
engr r 17y
that pr pres statl
html filk
4 Last Updated: & mont TS
Last Updated: 2 manths age 1+ Milllon Active Inscals B A TR B
+ Millon Active Inst v Compatible wich your version of WardPre
VordPre
Popular tags
You may alie browse based oa the mast popular tags in the Plugr recLor
admin COmMments oot matl Facebook y

kS login media PIEE paves seso < plugin Post post

> bee

sidebar secal twitter widget sidoets wescommerss wordpre

" Get

Version 4.3




When you click on Upload Plugin you'll get the following page.

WordPress 4.3 is available! Please update no

Add Plugins

Choose File No file chosen

N

Click on Browse, it goes back to the page where you can select plugins from WordPress
site. And if you click on Choose File, you can add files from your system. Otherwise, you
can directly choose the plugin that you need and click on Install now as seen in the
following screenshot.

Add Plugins Upload Plugin

Featured Popular Recommended  Favorites

WP Super Cache

A very fast caching engine for
WordPress that produces static
html files.

Ei_'/ Automattic

(637) Last Updated: 3 months ago

1+ Million Active Installs v Compatible with your
version of WordPress
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When you click on Install Now, the package starts to download and gets installed. Then,
click on Activate plugin to active that plugin to use in WordPress as seen in the following

screen.

WordPress 4.3 is available! Please update now.

Installing Plugin: WP Super Cache 1.4.4

Downloading install package from https://downloads.wordpress. org/plugin/wp-super-cache.1.4.4.zip..,
Unpacking the package...
installing the plugin...

Successfully installed the plugin WP Super Cache 1.4.4.

@ Return to Plugin installer

After clicking on Activate Plugin you'll get a message as Plugin activated and you can also
find the installed plugin in the list.
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Below the plugin activated message, you can view few options such as All, Active,
Inactive and Update available.

When you click on Active the following page appears. Here you can view all the activated
plugins.
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Pagin

Bulk Acticons v Pty

configured, Go to |

to enable and configure the plugin

Howdy, admin [l

When we click on Inactive, the plugins which are available but are not activated gets

displayed. You can activate this plugin by clicking on Activate.

a Tutorialspoint
Dashboard

Posts
N Media Plugins Add New

» Pages

Comments

¥ Appearance

£ plugins §

J2in PL
Instalied Plugins
Axismet 1 by mi Vs, Akl LIS Qure ¢ by o Lwayint rid to protect your dog from comment and
aki t I | I ito p Y 5 d
Jelet wackback spam. ¥ your site prececred fr f 1 £ v whike you 0. T Larne 1) Click the
{ nk 1ot thes descripuon, 2 L and 2} Go 1o your Akismet
nfg n pag yaur APIke
fersion 3.1.1 | By A 1 i
O Thereisan r=ion of Akismet available or
Hello Dolly Wes 15 00U just a plugin, it symbelizes the | and enibu Verrlire gener Vsurnmed o in 1 '
let ung oy ly by Lo nurong: Hell ) ! aed you will e lorr Iyvic from =
vehe upper right wdenin tereen of |
ion 1.6 | & eg | Viewd
gn 3tk
pt

WP Super Cache is dikebled. Plesse g0 to the ghugin admin page to enable ceching

Howdy, admin .

When you click on Update available, you'll get a list of plugins that must be updated. Click
on Update and you get a message as Updated.
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& Plugins &

Installed Plugins

utorialspoint

ordPress 4.3 is avallabke? Pleass update now

Plugins Add New

WP Super Cache is disabled. Please go to the glugin admin page to enable caching

Actlons ¥ '
I Deseription

Asmet Used Ly milkoers, Akisenet s quate § thly the best way inthe w 1o protect your blog from comment and

activate  ESr Delete  trackback spam. X be your Site protecte m spar you slewp, To get started: 1) Click the "Activaee
link 1o the left of this descriptior wnd 3) Ga to your Akismel configueation pag
yiud save your APl ke
Version 3,1.1 | By Automiine | View dota

O There is anew version of Akismet available, ¥ f ¢ |

Description

Howdty, admin -

Click on Bulk Actions and select any of the options. Click on Apply button to update,

delete, activate or deactivate each of the plugins by checking the boxes.
@ Tuicriabpoint © 5 P o+ New

& Dashboard

NotdPrezs 2.3 i« available! Pleyse upd

Posts

Howdy, admir

14 Media
Pages

Comments

Plugins AddNew

WP Super Cache is disabled. Please 20 to the plugin admin page 1o enable caching

arch Installed

M Appearance

& Plugins &

by the best way in the w

Installed Plugins
Jsed by milkons, Akismet is quite rid to protect your blog from comment ang

Click the

eps your site protected from spam eve

t Delec trackback spam. It ke nwhile you sleep. To get started: 1
Jelele Activate” link to the left of this descniption, 2} Sign up for an Akiser AP wnd 31 Got e Akismet
figuracion page, and save your API key
Version 3.1,1 | By Automatie | Viey
O There 5 a new version of Akismet avallable v version 3.1.3 details or update now.
v Hello Dolly This &5 not just o phugin, it symbolizes the hope and enthuziasm of an entire generation summed up & two
Acovane  Edn Delete wirds sung most famausly by Lows Armstrong: He Yolly. When activated you will randamdy see a lyri
from Hello, Dolly in the upper right of your admin screen on every page
Version 1.6 | £ t | fetail
WP Super Cache Very fast caching plugin |
Settir ot Edit  Version 1.44 | By Aut |

In Search Installed Plugins you can just type your plugin name in the text box that is
already installed and click on the Search Installed Plugins button.
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Instalied Plugins
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nfizuraticn ind zave your AP ey
Version | By Automastic | fot
O There I o new version of Absmet avaflable 1o jetails or ug r

When you click on the Search installed Plugin button you get the following page with
your respective plugin.
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WP Super Cache is disabled, Please go to the plugin admin page to enable caching
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WP Super Cache Very fast caching plugin for WordPre
o eactivate € Version 14,4 | By Autematsic | Vie
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Step (5)

Click on Plugins — Editor from the side bar.
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Settings

Step (6) - The following page gets displayed.
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2 Dashboard

Posts

e Edit Plugins

T cditing akismet/akismet.php (Inactive) Select plugin to edi:  Akismet v
¥ comments <7php «  [Plugin Files
4 skismet/akismet.php
).‘ Appearance ¢ Ppackage Akismet
isenet Y
Plugl minpl
upn s Plugin Name: Akiswmet femnas
Plugin URI: http://akismet.com Gits
Description: Used by millions, Akdsmet is quite possibly the best way in the world to
(strongpeotect your blog from comment and Trackback spamc/strong>. It keeps your site Mizmet skismetphp
protected from spam even while you sleep. To get started: 1) Click the "Activate™ link
to the left of this description, 2) <a href="mttp:/ akismet.com/get /“>Sign up for an et phE
Akismet API key</ar, and 3) Go to your Akismet configuration page, and save your API demet/readme. xt
key
Version: 3.1.1 IS veey nfig.phy
Author: Automattic Msmethdews/pet phe
Author URT: http://automattic.com/wordpress plugins
& settings License: GPLV2 or later Hemetidews/notce, phy
o Text Domain: akismet " L
.
ki smet phy
This program is free softuare; you can redistribute it and/or "
w0dify 1t under the terss of the GHU General Public License Asmet wper.phy
ot published by the Free Software foundation; either version 2 -
of the License, or (M your option) any later version. nex b
akusr
Documentation: Function Name v Look Ug S

Get Version 4.3

This page lets you edit your plugins. A few options are explained.
o Select plugin to edit — Allows you to select a plugin from the dropdown and edit it.

e Documentation - Allows you to select the tools from the dropdown to edit the
plugin.
e Plugin files - Allows you to select files from the list and edit accordingly.

Finally, after editing the plugin files, click on Update file.
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WordPress Categories

Add Categories

Category is used to indicate sections of your site and group related posts. It sorts the
group content into different sections. It is a very convenient way to organize the posts.

To access the Category section, follows the mentioned steps -

Step (1) - Click on Posts — Categories option in WordPress.

]\-1‘;\:‘ @ Tutorialspoint €& 5 @ 4 New

& Dashboard

A

WordPress 4.3 is available! Please update nov

Home

CpEAtE Dashboard

All Posts

Media Add New WordPress!

: bd some links to get you
Categories o ; o==J
Pages

Tags

Comments

Appearance Customize Your Site

Plugins @
or, change your theme completely

Users
Tools
Settings At a Glance
O Colapze hers # 1 Post W 1Page
P 1 Comment

Step (2) — The Categories page is displayed as shown in the following screenshot.
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Categories
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2 Media Category?
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P Comments AL Nar Descriptior
M Appearance

& Plugins @

Following are the details of the fields on Categories.
o Name - Enter the unique name of categories.
e Slug - A word chosen to describe your post. It is specified in the tags URL.

o Parent — By selecting the parent category from dropdown, you can set the particular
category as sub-category or can keep it as None.

o Description — Add brief description of your category. It is optional.

Step (3) - After filling all the information about Categories, click on Add New
Category button.
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Step (4) - After clicking on Add New Category, the new created category will get
displayed on the right side of the page as shown in the following screen.
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Edit Categories
Following are the simple steps to edit categories in WordPress.
Step (1) - Click on Posts — Categories in WordPress.

Step (2) - You can view Category1 (Category1 was created in the chapter WordPress -
Add Category). When the cursor hovers on the Categories, then a few options get
displayed below the Category name. There are two ways to edit the categories
i.e. Edit and Quick Edit

Edit — Click on Edit option in Categories section as seen in the following screenshot.

Optior
Categories
Search Categories
Add New Category Bulk Actions ¥  Apply tem
Name Name Des ripLior It
Category1 Lorem Ipsum is web-design
€ oW I Quick Edit simply dummy text
Delete ' View of the printing and
- typesetting
Slug ;
E ndustry
A Uncategorized uncategorized
L 1 hiyr
Name Description Slug Count
Parent -
None Y Bulk Actions ¥ | Apply 1item

You can edit any of the required field, and then click Update button as shown in the

following screen.
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Screen Options

Edit Category

Name Categoryl

The name is how it appears on your sit

Slug web-design
The “slug™ is the URL-friendly version of the name. It is usually all lowercose and contains

only letters. numbers, and hyphens.

Parent None v
Categories, unlike tags, can have a hierarchy. You might have a Jozz category. and under
that have children categories for Bebop and 8ig Band. Totally optional.

Description Lorem Ipsum is simply dummy text of the printing and typesetting industry

The description /s not prominent by default: however, some themes may show it.

&P

Category fields are same from the chapter WordPress - Add Category.

Quick Edit — Click on Quick Edit option in Categories section as shown in the following

screen.

Screen Options Help

Categories

Search Categories

Add New Category Bulk Actions ¥ | Apply 1item
Name Name Description Stug Count
Category1 Lorem Ipsum is web-design 0
The name is how it appears on your sie. Edit simply dummy text
Delete ' View of the printing and
typesetting
Slug %
industry
The “slug™is the URL-friendly version of the Un(ategorized uncategorized 1

name. It is usually oll lowercase and contains

only letters, numbers, and hyphens

Name Description Slug Count
Parent

None ¥ Bulk Actions ¥ = Apply 1item

Here, you can only edit the Name and Slug of the category as seen in the following screen
and then finally click on Update Category button.
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‘ Category up dated
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L Uncategorized uncategorized
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None v
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Delete Categories

Following are the simple steps to delete categories in WordPress.

Step (1) - Click on Posts — Categories in WordPress.

WY f§ Tutorialspoint €1 ¥ + New

@ Dashboard Dashboard

Home

Welcome to WordPress!

p( Some liNKS o get you started:

.....

Oy Media Add New Next Steps

» pu
/ Writa sour first ! 02 DOSt
L! Pages ‘ write your first biog post

¥ Comments
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Step (2) — You can delete Categoryl. When the cursor hovers on the Categories, a few

options get displayed below the Category name. Click on Delete button as shown in the
following screen.

Categories

Search Categories

Add New Category Bulk Actions: ¥ | Apply

Name Name Description Slug Count
Category1 Our company, web-design-and- 0

The name is how it appears on your site. Edit | Quick Edit offers Website web-hosting

Je
development using

HTMLS, CSS3

D-?h‘::o] View

g2n &

Angular)S, JQuery,
PHP, Java, JEE
NodejS. Priced at a
very affordable

rate
Parent A §
Uncategorized uncategorized
None v

Categonies, untike tags, can h srarchy
You might hove a Jozz categ under tha

- Al S a iy Chie = iRt

o ne JeSCription =4 ( Nt

have chidre r Bebop and B NG Des | SIUE
Band. Totally opt

Bulk Actions ¥ Apply

When you click on delete, you will get a pop message asking for confirmation to delete the
particular category as shown in the following screenshot.

creen Options ielp
. Yo are about to permansntly dalate the calacted tems.
Categories ‘Carkel to shop, ‘0K to dlete.
Category updated Caneed
Search Categories
Add New Category Bulk Actions ¥  Apply 2 items
Name Name Description Siug Count
Category1 Lorem Ipsum is web-design 0
Thename is how it appears of your site Edit Quick Edit simply dummy text
Delete  View of the printing and
| typesetng
g industry
Uncategorized uncategorized

You can click on OK button and delete the category permanently.
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Arrange Categories
How to Arrange Categories in WordPress?

You can't arrange categories directly in WordPress. Hence, you will need to
install Category Order plugin to arrange the created categories in a particular way.

Step (1) - Click on Posts — Category Order in WordPress. The Category Order menu
displays after adding the Category Order plugin. You can study how to install plugins in
the chapter Install Plugins.

@& Dashboard
WordPress 4.3 is available! Please (

Home

Rpcates Dashboard

All Posts
Add New WordPress

>d some links t¢

Media
Categories
Pages
Tags

cComments

Appearance Customize Your Site

Plugins &
or, change your theme completely

users

Tools

Step (2) - In the following screen, you can see that the create categories section are not in

order.
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WordPress 4.3 is available! Please update now.

A Posts

Category Order

All Posts

Add New Top level categories
Categories

Tags Catagory2

Category Order Category1

07 Media Uncategorized

M Pages

¥ Comments Order Categories

¥ Appearance

Step (3) — Now, you can rearrange your categories by just dragging the categories as per
your choice. Click on Order categories button to save the ordered categories.
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