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Introduction
The Wordpress community are a faithful lot, always interested in learning 
and dedicating their time to advancing the Wordpress engine to be as 
intuitive and progressive as possible. With the noble aim to be all web 
master’s weapon of choice, Wordpress experts have evolved what once was 
a simple blog engine into the full scale Content Management System that I 
present to you today.

Of course, nobody can craft a product that will be universally ready and 
tuned for every project or person. By stripping the platform , bit by bit, 
I have engineered a truly unique and custom experience for you that will 
fluently fit into your workflow and allow for easy and seamless content 
creation.

I’ve configured the backend of your website to be built 
around two basic concepts - Posts and Pages. Posts are 
typical blog entries. A series of articles, listed reverse-
chronologically that will be displayed on both the homepage 
and blog page automatically.

Pages are used for more static content and will not need to be changed 
frequently. Pages are essentially the back-bone to the website and are set 
up for minor text edits or for creating new repeater content - like adding 
another slide to your slider or creating additional F.A.Q’s

In the following pages I will walk you through all the custom features and 
explain the Wordpress essentials. 
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Essentials
Chapter 2
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Login
Before you can make any changes to your site, you will need to log in. The 
login for your site can be found at the following URL

http://your-domain.com/wp-admin
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Dashboard
Once you’ve logged in, your main administration homepage, the dashboard, 
will greet you. At the very top of your Dashboard (and across every page) 
you will see the name of your site. Clicking this will open up to your site’s 
homepage. You will also see the name of the account you are currently 
logged in as. Move your cursor over your name to reveal the Log Out link as 
well as a link to edit your Profile.

Hovering over your username reveals
links to edit and log out of your account

This is the name of the account 
you are currently logged in as

This is the name of your site. 
It’s also a link to your index page
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Meta Boxes
On every admin page, just below your account name, there are two small 
tabs labeled Screen Options and Help. Clicking either of these will cause a 
panel to slide down. The Screen Options tab will display various options that 
allow you to configure which meta boxes you wish to see displayed. The Help 
tab displays info docs from Wordpress.com.

By default, I have set the Screen Options tab to display all the standard 
Wordpress tabs. I personally don’t find any of these useful and recommend 
turning them all off.

Wordpress.com Feed

Overview of your website’s content

Screen Options and Help Tab are 
ALWAYS docked under your username

Quickly create new posts
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Admin Navigation Panel
On the left hand side of every admin page you will see your admin navigation 
menu. This is where you’ll find the links to specific admin pages for editing, 
updating, and creating new content for your site.

Dashboard is your login landing page and displays helpful resources and website updates

Posts is where you can create or edit blog posts

Media is where images & videos inserted into blog posts are saved

Comments stores all your websites comments and allows you to edit, add or delete them

Appearance stores options to change the aesthetics of your website

Plugins allow you to edit or upload any additional utilities for your site

Users will let you add additional accounts for your website admins to log in with

Tools includes features built by Wordpress to extend your websites functionality

Settings allows you to make universal changes to how your website functions

Pages allows you to create and edit website pages   more info - http://en.support.Wordpress.com/post-vs-page/
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Activating Theme
Chapter 3
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Appearance overview
The appearance menu item will link you directly to your themes page. A 
theme is essentially a skin for your Wordpress website and (depending on 
the theme) may extend the functionality of your admin control panel.

To install the a custom theme navigate to the Install Themes tab and click on 
the upload link.

Hover over non-active themes to preview or activate

Add a new theme

Currently activated theme

Upload a  downloaded theme file (requires zipped file)
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Click Choose File and select the zipped theme file for the ‘Let’s Play’ theme. 
The file name will be inserted into the input field and you’re all set to begin 
upload by clicking Install Now.

The theme will automatically begin unpackaging itself to your server and 
installing to your Wordpress control panel. After the theme successfully 
installs, you can activate the theme by clicking the activate link.

Initiate upload

Pressing Choose File will initiate a finder window  

Activate theme
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Your theme will not function (and will probably return a white page if you try 
to preview it) without the correct plugins installed. Initiate plugin installation 
by clicking the first link in the prompt window.

Hovering over each required plugin will create a link beneath the plugins 
name allowing you to initiate the install.

Automatically gathers and installs the plugins required 
for this theme

Upon Activation you will then be redirected to the default Appearance page 
and a yellow prompt will be displayed at the top of every page if you don’t 
have the required plugins installed for the activated theme.

Hover over plugin’s name so as to see the link required 
to initiate the install
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 After installation, follow the screen prompts back to the Required Plugins 
screen and activate each plugin by hovering over the installed plugins name.

Once every required plugin has been installed and successfully activated, 
your Required Plugins screen will confirm by having an empty list.

You are now ready to use your theme to it’s fullest extent. The next few 
chapter’s of this guide will quickly cover Wordpress features and default 
functionality.
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Theme Options
Chapter 4
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Theme options overview
Upon activating the theme a new admin menu item will be added beneath 
Settings labeled Options. Options is a custom designed feature unique to 
this theme that allows you to control several aesthetic elements throughout 
the site so as to add your own personal flare.
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The Styles option allows you to choose whether you want your site to 
be themed dark or themed light. Change the Accent color to adjust the 
secondary color that is displayed throughout your blog. 

The favicon is the small icon that appears at the top of every website browser 
to identify a website. If you can’t save .ico files then use a web service like 
www.favicon.cc so as to convert a jpeg or png file.
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Upload an image to this meta box so as to create a header for your website. 
The area is 100 pixels tall, so anything larger than that will get squashed 
down to fit. I recommend a transparent png for this area.

The footer contains a regular text 
input field and a repeater content 
field.

The text input field will populate 
the left most part of your footer 
with a simple text message. I 
recommend a copyright.

The repeater field is meant to 
house all your social identities. 
Included with this theme is an 
assets folder which contains a 
plethora of social icons that may be 
used for this section.
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Blog Posts
Chapter 5
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Blog posts overview
After clicking Blog Posts you’ll be shown a list of posts that your website 
currently contains. Among the information displayed is the post title, the 
author, categories, tags and the date the post was published.

From this screen you can create a new post by clicking the top left  Add New 
button or edit an existing post by hovering over current posts. A few links will 
appear on hover and are labeled appropriately for the action you wish to 
perform - edit, trash, or view.

There are also several options for filtering or searching through previous 
posts on this screen as well as checkboxes to the left of every post that   
allows for bulk editing. Bulk edits are limited to trashing multiple posts.

Add a new post

Post title. Clicking this will link directly to this entries 
edit page. Hovering over this will display options to 
edit, trash or view this post

Toggle how posts are displayed

Search previously created posts
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Create & edit posts
After clicking Edit or Add New you will be brought to the Edit Post Screen. 
The below highlights will walk you through all the features available for this 
page.

Edit the post’s title
Publish or save changes

Add categories so your users can
easily search your website for specific posts

Tags also allow for users to easily search
your website for posts.

A featured image is a visual thumbnail for this 
specific post

The WYSIWYG editor is used to create the 
content for this post

The excerpt can be used to create
preview text for this post
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Content Walkthrough

When creating or editing a post, the first thing to do is to enter in your title 
in the title input field. After moving the cursor off this field a new Permalink 
will automatically be created. Permalinks are the permanent URL’s to your 
individual posts. Though not usually necessary, you can manually edit your 
permalink by clicking on the yellow permalink text.

Following the title input is the WYSIWYG content editor. This is where you 
will write your post’s content. It’s designed to be a minimal version of a 
regular word processor with toolbar buttons that allow you to bold, italicize, 
add headings, or create bulleted your lists. Please note that Shift+Enter 
creates a line break, and Enter creates a new paragraph.

The content editor buttons perform the following functions:

Boldens text. HTML-wise this adds a <strong> around selected text.

Italicise’s text. HTML-wise this adds a <em> around selected text.
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Adds a Strike-through to text. HTML-wise this adds a <del> around selected text.

Creates an Unordered List. Select multiple breaks and click this button to add regular bullets.

Creates an Ordered List. Select multiple breaks and click this button to add numbered bullets.

Used to create an HTML link to another page or website. The text or image that you want to link 
needs to be selected first before the button will become active.

Remove the HTML link from the selected link. Your cursor must be sitting on an active link for the 
button to be active.

Creates a content break  for archive pages. Works similar to the excerpt field

Use to toggle spell-checker on and off. You can also select between multiple languages

Use to toggle in and out of full-screen editing mode.

Underlines text. HTML-wise this adds a <u> around selected text.

Aligns text equally to the left and right (justifies text).

Use to change the color of your text. Not totally recommended by your friendly designer

Formats your text to match selected header or paragraph style.

Clicking the Show/Hide Kitchen Sink button will show or hide a second line of formatting buttons.

Aligns text left, Aligns text centrally, Aligns text right respectively.

Blockquote. Pulls selected text out from content and highlights it by adding a box and large quota-
tions around the entire selection.
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Copying and pasting text from other sites or word processors sometimes leaves the text formatted 
differently to what you were expecting. The reason for this is that quite often the HTML tags or codes 
that formatted the original text are pasted along with the text itself. To avoid this, Paste as Plain Text 
will strip all these formatting and HTML tags. Checking the keep line-breaks checkbox will preserve 
all HTML <br /> tags. Unchecking this option will remove them.

Pasting text from MS Word typically includes a huge amount of extra unrequired HTML tags which 
usually leaves the text formatted incorrectly. Using the Paste from Word option will remove these 
additional tags and clean up the HTML.

Use this to remove all formatting (such as Bold, Underline, text color, etc..) from selected text.

Used to insert special characters not easily accessible via the keyboard.

Removes one level of text indention.

Adds one level of text indention.

Undo your last action

Redo your last action

Displays information about the WordPress visual editor along with keyboard shortcuts.

Toggles the editor between HTML mode (text) and visual mode. Oftentimes switching between these 
modes creates wonky effects and I recommend to stay in visual mode.

To insert an image into your blog post, click the Add Media button. A full 
screen overlay will fill your browsers window and present you with the 
option to either upload an image from your computer, select a previously 
uploaded image, or insert an image via a URL link.
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Once your image is uploaded, the overlay will direct to your Media Library, 
which contains all your previously uploaded images. The image that you’ve 
just uploaded will be automatically selected for easy insertion into your post.

You can also select multiple images by holding down the Shift key and 
clicking each photo you wish to insert into the content. To deselect an image, 
click the ‘tick’ in the top right corner of the image. At the bottom of the 
window you will see a count of the number of images currently selected.

Simply drag and drop files from your
computer to anywhere in this window
to upload them

Click select files if you wish to open
a dialog box to manually select files 
from your computer’s hard drive

Upload images via URL
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Once your image has been inserted into the WYSIWYG editor you can
reselect the image by clicking on it and pressing the edit button that will 
overlay the selected image. Another overlay will fill your screen and you will 
be presented with options to alter how the image will align, if and where it 
will link, and adjust the size of the image. You can also tweak the image’s title, 
caption and description.

The featured image meta box (near the bottom right) allows you to select 
an image from your media library to use as this post’s thumbnail. You will 

Delete the image from post’s content

Adjust the image

Creating a thumbnail for your post
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see an uploading screen identical to that used when inserting an image into 
WYSIWYG editor. Follow the on-screen prompts to choose the image you 
want to be the main thumbnail image tied to this post.

In the event that you save a version of your post and you need to re-vert to 
an earlier save, you can easily go back several iterations. Within the revisions 
meta box you may click on any previous save and a dialogue will open 
detailing all previous iterations of this current post.

Excerpts are used to shorten your blog post’s preview text that displays on 
your post’s feed and archive pages. If there is no text inserted into this field, 
then Wordpress will default to using all the content inside your WYSIWYG 
editor.

Reverting to a previous 

Creating a short description for your 
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Categories provide a helpful way to group related posts together, and to 
quickly tell readers what a post is about. Categories also make it easier for 
people to find your content.

Choosing categories and tags

Edit, save, and publish your post

Finalize your edits and publish or update this post to your website.
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Pages
Chapter 6
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Pages overview
After clicking on the Pages from the admin menu you’ll be shown a list of 
every page that your site contains. Similar to the blog post page, you will 
be presented with the page title, the author, and the date the page was 
published.

Now the difference between posts and pages are that pages are static 
and not listed by date. Pages do not use tags or categories, but instead use 
templates. A page template is a custom designed page that extends the 
functionality and features of the page screen. Included with this theme are 
several unique pages and all have easy to follow input boxes so as to create 
specific content.

Page title. Clicking this will link directly to this page’s 
edit page. Hovering over this will display options to 
edit, trash or view this page

Search previously created pagesAdd a new page
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Create & edit posts
After clicking Edit or Add New you will be brought to the Edit Page Screen. 
The below highlights will walk you through all the features available for this 
page.

Edit the post’s title

Permalink

Publish or save changes

The page attributes meta box allows you to load 
a specific template. Selecting a template will 
alter the main meta boxes to the left

Custom meta boxes
relating to this page’s
selected template
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Content meta boxes
After having selected a page template, custom meta boxes will populate the 
main content area with fields and inputs specific to this template’s design.

Each meta box has detailed titles and instructional text so as to prompt you 
how to use each specific input field. HTML keywords are accepted in all 
text fields and image fields initiate the same media upload prompt that we 
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For sections that require a photo, a short instructional blurb will usually be 
specified. Hovering over the image will show two buttons which allow you to 
edit or delete.

For sections that require a single lines of text, just follow the instructional 
text and insert your desired messaging. Bracketed html can also be used in 
these sections.

There are several template’s that will only populate the left meta box field 
with a single message. In most cases these templates just require you to 
set the template and publish the post because the content automatically 
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For sections that require a multiple lines of text, just follow the instructional 
text and insert your desired messaging. Bracketed html can also be used in 
these sections.

For sections that have repeatable 
content (such as the home slider) a 
repeatable content editor is displayed.

This section works similarly to the 
previous sections, but has a button 
near the bottom right to add additional 
blocks.

You can re-order each block by clicking 
& dragging the numbers to the left to 
the desired location.

You can also delete blocks by hovering 
over them and clicking the minus icon 
that appears to the right of each block.
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Custom Post Type
Chapter 7
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Custom post overview
After clicking on the Custom Post Type from the admin menu you’ll be shown 
a list of every Custom Post Type that your site contains. Similar to the post 
page, you will be presented with the playlist title, the author, and the date the 
playlist was published.

A Custom Post Type is a custom designed post type specific for this theme. 
Custom Post Type functions similar to pages and will have unique input fields 
with instructions as to how to set up each Custom Post Type.

Search  previously 
created custom post 
types

Add a new  custom 
post type

Custom Post title. Clicking this will link directly to this 
entries edit page. Hovering over this will display op-
tions to edit, trash or view this post
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Create and edit custom post type
After clicking Edit or Add New you will be brought to the Edit Page Screen. 
The below highlights will walk you through all the features available for this 
page.

Edit the playlists title

Permalink

Publish or save changes

Add categories so your users can
easily search your website for specific posts

A featured image is a visual thumbnail for this 
specific post

Custom meta boxes for this specific custom post 
type
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The first meta box asks for the default video that you wish to display when a 
user first opens this playlist. I recommend you choose the first video in your 
playlist.

The second meta box asks for the playlist you wish to showcase.

The value can be found at the end of any YouTube’s video URL. As noted 
above, the value is highlighted in purple.

To find this value choose a playlist from YouTube and play the first video. The 
monstrous value is then displayed in the URL. As noted above, the value is 
highlighted in pink.
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The sidebar will appear as static content to the right of the currently selected 
video. This content will not change when a new video is selected.

The last meta box offers options for whether or not you would like to 
display comments for this playlist and whether to use Wordpress’s default 
commenting system or direct your users to YouTube.
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Media Library
Chapter 8
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Media library overview
The Media Library is where you can find all the files that you’ve uploaded. 
The most recent uploads are listed first. The list of files contains a small 
thumbnail version of the image, the file name and the type of file (jpg, txt, 
etc.), the name of the author who uploaded the file,  and the page or blog post 
which the image was uploaded to.

When hovering your cursor over each row,
a few links will appear beneath the file name.

Search previously uploaded files

Add additional files



41www.SiliconbeachAcademy.com 

Adding new media files
To add a new file to the Media Library, click on the Add New link in the admin 
navigation menu or the Add New button at the top of the Media page. You 
will be presented with a page similar to the popup window that is displayed 
when
uploading a new image in your Post or Page.

Once your files are uploaded they will appear
here with a link to edit them individually

Simply drag and drop files from your computer
into this area to automatically upload them

Or use Select Files if you wish to open a dialog box
to manually select the files you wish to upload
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Editing media file properties
After clicking Edit you will be directed to the file properties screen where 
you will be able to change the title, URL, filename, file type and the file 
dimensions of the selected image.

Update the image name

Save all your edits

Edit, crop and adjust the visual elements of your 
image

HTML semantic information. Doesn’t
visually render on your website.

If your image fails to load the alt text
placed here will load instead.
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Editing an image directly
After clicking Edit Image from within the Edit File Properties screen you will 
be presented a screen that allows you to perform simple manipulation of 
your uploaded image with basic image editing tools. You’ll be able to rotate, 
flip, scale, and crop your images using this inline editor.
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Advanced image editing

Deleting a media file

For a more intuitive approach to image editing, I recommend a really fun and 
progressive web app that includes a plethora of more features and a much 
friendlier interface -

http://www.picmonkey.com/

To delete a file from your Media Library, click on the Delete Permanently 
link that appears beneath the file name when hovering your cursor over each 
row on the Uploaded Media landing page. You will be prompted with a final 
warning as to whether to proceed or not. This will delete this image from all 
blog posts and pages that it is currently linked to.
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Sidebar
Chapter 9
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Sidebar overview
The Sidebar admin page can be locate inside of Appearance and is labeled 
Widgets. The Sidebar (widgets) screen will display the sidebars that are 
available for your site and the available widgets that can be nested inside of 
these sidebars.

Wordpress offers a very in-depth explanation of how to use these widgets 
and covers each and every single one of them in their entirety. By reviewing 
the below documentation you can add just about any additional widget to 
your sidebar.

http://en.support.Wordpress.com/widgets/

All the available widgets
for your sidebar

Drag and drop widgets into
this area

Additional widget areas that are available
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Nav Menus
Chapter 10
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Menu overview
The Menu admin page allows you to create and manage navigation menus 
for your website. The ‘Let’s Play’ theme is built around one main navigation 
menu, so you will only have one option available when creating a menu.

For a more in depth guide on how to create and edit menu’s, Wordpress has 
written a lengthy article and even recorded a video as how to use this feature 
to it’s fullest extend.

http://en.support.Wordpress.com/menus/

Create a menu

Don’t forget to save after editingAdd elements from these categories

Rearrange menu items in this section
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Plugins
Chapter 11



50www.SiliconbeachAcademy.com 

Plugins overview
Plugins extend and expand the functionality of WordPress. Once a Plugin is 
installed, you may activate it or deactivate it here. There are thousands of 
plugins available, but most of them will do more harm than good.

You’ll also be alerted about plugins that might need updating from this 
screen. Update at your own risk as the plugin functionality might have 
changed or the plugin might not work as previously configured and cause 
massive headache. I  rarely ever update plugins. If it worked on day one, it will 
continue working fine on and into the future.

Install new plugin

Options to activate, deactivate, delete or edit 
current plugins
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Recommended plugins
Aside from the plugins that are required for your current theme, I have a few 
premium plugins that  I highly suggest -

Adds additional features to your already installed form plugin, such as auto 
email responders, a visual display of how many user submitted your form, 
and graph data and form analytics.

Configures and optimizes your website to be more search engine friendly. 
Some of this stuff is black magic, but hey, it works.

Back up your entire WordPress installation. Widgets, themes, plugins, files 
and SQL database easily.

http://formidablepro.com/

http://yoast.com/Wordpress/

http://ithemes.com/purchase/backupbuddy/

Formidable Pro

Yoast SEO

Backup Buddy
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Users
Chapter 12
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Users overview
The user admin screen lists all the existing users for your site. Users with 
roles other than Administrator will see fewer options when they are logged 
in. From this screen you can add new users, delete existing users, and manage 
current user’s Roles.

A User can have one of five defined roles as set by during creation of said 
user: Site Administrator, Editor, Author, Contributor, or Subscriber. For a 
full description of what privileges each of these roles has, please refer to 
Wordpress’s documentation.

http://en.support.Wordpress.com/user-roles/

Add a new user

Hovering over each row will
show you edit and delete 
options for each user
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Adding a user
To add a new user, click the Add New button near the top left of this screen.

Simply fill in the various fields and click the Add New User and an email will 
be sent to the new user’s email confirming their account.
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Editing a user’s profile

Deleting a user’s profile

To edit your profile details, simply click on the Edit link that appears beneath 
a user name when hovering your cursor over a user’s name.

To delete a user, click on the Delete link that appears beneath your user 
name when hovering your cursor over a user. Upon deleting the user you will 
be prompted with choices as how you want to delegate the content that was 
created by that deleted user.



56www.SiliconbeachAcademy.com 

Settings
Chapter 13
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Settings overview
The settings screens has a plethora of options and variables that can be 
changed. I won’t be going into depth with each topic, but will give you my 
general recommendations as to how I set up my own Wordpress websites.

Your Website title. Is used throughout the web-
site and in the code.

Also used throughout your site

Used to send error reports

How date is displayed

How time is displayed

Changing either of these two will
make  Wordpress explode. Seriously.
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The Writing Settings is a page I rarely adjust. The only feature I might change 
would be default post category.

I’ve never touched these

Keep this set to standard.

The default category new posts will be created as

I’ve never found any use for this

It’s much easier to configure
a  form plugin than use these
options. I recommend formidable

Don’t adjust this. It will explode.
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The Reading Settings page is probably the most important page. From here 
you can control which page you wish to use as your homepage. I recommend 
creating a new page, naming it index, setting it’s template to homepage, and 
then selecting it from the drop down on the screen as your front page.

This is important. If you don’t change this then your in-
dex page will be your blog roll. This theme comes with 
a custom index page. So i recommend creating a page 
under pages, calling it index, set it to the homepage 
template, and then use this newly created page as the 
front page.

Similar to above, I recommend creating a new page and 
setting it to use the blog feed template and then se-
lecting it here as your post page.
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The Discussion Settings page presents you with options that will alter how 
your comments feature will work. I honestly don’t use Wordpress’s default 
commenting system, so I wouldn’t even touch this page.
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The Permalink Settings gives you the ability to adjust how the URL of each 
post will be created. I absolutely recommend Post Name as your default.

To get  a more detailed (and less biased) overview of the settings page I 
recommend you thumb through Wordpress’s support documents.

http://en.support.Wordpress.com/settings/

This one is best for user-friendly navigation
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Conclusion
Chapter 14
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Full sail ahead!!
Thank you so much for this amazing journey. Together we pioneered this 
digital landscape and crafted a product that truly captures the essence and 
voice of your brand.

If you’re looking for more resources to further your WordPress knowledge 
the first place to check out is the WordPress.com’s awesome documentation.

http://en.support.Wordpress.com/

Also, don’t forget to sign up for a gravatar account -
                   https://en.gravatar.com/

I’m really excited to see what you create with this theme and look 
forward to you emailing me your completed website once you’ve completed 
it!! 

Most importantly, make sure to become a member of our  
Silicon Beach Community! Get a 7 - free trial of unlimited courses by signing  

up here 

And make sure to join our Facebook Group here and meet with some other 
entrepreneurs 


