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Migrating to WordPress

What is WordPress?

Originally released in 2003 as a blogging system, WordPress

has grown over the years to become a feature-rich website @WORDPRESS
content management system (CMS) which can be used to

manage large scale multi-user websites. It is completely free and open-source, meaning that web
developers and programmers are invited to improve its functionality. As a result, WordPress is incredibly
popular system, currently used by 20% of the top 1 million websites on the internet.

Why are we switching to WordPress?

The three main reasons we are changing the District’s standard website content management system
(CMS) from FirstClass Rapid Web Designer (RWD) to WordPress are:

1. The District is switching its email system
The District is in the process of switching our email system from FirstClass to Office 365. Because
most of our websites are managed in FirstClass, it is necessary to move all of our websites to
another system.

2. Cost savings
In order to use FirstClass and its web page editing add-on, Rapid Web Designer (RWD), the
District paid annual user license fees. WordPress is completely free and will do everything RWD
was able to do and more, so moving to WordPress will mean a substantial cost savings for the
District.

3. More features
As its popularity indicates, WordPress is a much better content management system than
FirstClass RWD, and will allow our users to do much more with their websites.

How does WordPress differ from FirstClass Rapid Web Designer (RWD)?

Features are similar

Prior to using WordPress, all of our school and district websites were managed through FirstClass RWD,
an add-on to the District’s email system. Since WordPress and FirstClass RWD were both designed to
allow you to edit web pages, most anything that you could do with FirstClass RWD, you can do with
WordPress, though the steps you follow may be different.

No software to install

One main difference between the two systems is that, unlike FirstClass, WordPress is not software that
needs to be installed on your computer. With WordPress, you login directly to your website and edit it
using the same web browser that you use to view your website. As a result, all you need to work on your



website is a web browser such as Internet Explorer, Mozilla Firefox or Google Chrome and an active
internet connection.

Your content is safe

Without going into great detail, another key difference between the two systems is that WordPress has
more “safety nets” in place to protect your web page content. Over the years, some users of FirstClass
RWD have unfortunately experienced data corruption on their web pages where they suddenly found all
of the content of a given web page “scrambled” without reason. Since WordPress has been used by the
District, we’ve had no reports of that sort of data loss.

How are our school websites being transitioned from FirstClass to WordPress?

All of the live content on our school websites is being moved from FirstClass to WordPress by the District
Webmaster. Websites are being moved according to grade level, so elementary school websites are
migrated first, followed by middle school and high school websites. Personal on-site training is provided
to each school webmaster prior to re-launching their school website on WordPress. Any school staff
who had access to edit areas of their school website through FirstClass retain that same access when the
site is moved to WordPress. For instance, a Media Specialist will still be able to edit their Media Center
web pages once their school site is migrated to WordPress.

How are our teacher websites being transitioned from FirstClass to WordPress?

Teachers who currently maintain their own teacher website through FirstClass RWD who would like to
being using WordPress have these options:

A. Have their content transferred
Teachers may submit a Web Help Desk ticket to have the live content of their FirstClass website
transferred over to WordPress for them. Please note that there is a waiting list, and it may take
several weeks for their pages to be moved. The teacher will continue to have access to edit their
FirstClass site until their WordPress site is ready for use. Once it is ready, we'll link to their
WordPress site from your school's website and the old FirstClass conference will be removed
from their FirstClass desktop.

B. Start with a blank WordPress site
Teachers may submit a Web Help Desk ticket to get a blank WordPress site. If a teacher wants to
move some content on their own from their old FirstClass site, they may do so. Once they have
their WordPress site ready with some content, they can contact their school webmaster or the
District webmaster to have their WordPress site linked from the school website.

Will the address of my website change when | switch to WordPress?

School Websites: No
As school websites are moved from FirstClass to WordPress, they will retain their current website
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address. For example, Crookshank’s website address on FirstClass was http://www-ces.stjohns.k12.fl.us

and it stayed http://www-ces.stjohns.k12.fl.us when it was switched over to WordPress.

Teacher Websites: Yes

As we transition our websites from FirstClass to WordPress, all teacher websites are being created on a
new WordPress network at http://teachers.stjohns.k12.fl.us with the site naming convention of full last
name, hyphen, first initial. As an example, John Doe’s teacher website would be created at
http://teachers.stjohns.k12.fl.us/doe-j

The advantage is that a teacher’s website address no longer reflects their school location, so a teacher
who moves from one school to another will not see their website address change. This will greatly
decrease broken links as teachers transfer between schools.

When do | need to start using WordPress?

Teachers who maintain their own teacher website are encouraged to start the 2014-2015 school year in
August 2014 using WordPress. Come December 15" of 2014, the FirstClass server will be taken offline.
To help us make a smooth transition, we ask that you do not wait until the last minute to make the
switch. Thus far roughly 20% of our teachers are managing their websites through WordPress.

Terminology

What are plugins, widgets, etc.?

Below is a quick overview of some important terms as they relate to WordPress.

e Page - A page is just a single web page, like the pages we created with FirstClass RWD. Pages are
best used for content which will be pertinent for a long time.

e Post — Posts refer to blog entries and are best for time-sensitive content — information that may
only be useful for a short span of time, like class events, homework assignments, etc.

e Media Library — The Media Library stores all of the supporting files that you upload to your
website, such as images and PDFs.

o Theme —The “theme” refers to the overall look of your website including the layout, the color
scheme, fonts, and so on. Because WordPress keeps the content of your website separate from
the design, you may completely change the look of your website by selecting a different theme.
Currently, each school has a single theme reflecting their school colors and mascot. In the
future, more themes will be made available to our WordPress users.
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e  Plugin - Plugins are optional tools or add-ons that add more features to WordPress. An example
plugin would be “MCE Table Buttons” which adds buttons to WordPress that allow you to create
and edit tables.

e Widget — Widgets are optional blocks of information which can be placed in the sidebar of your
website. An example widget would be the “Pages” widget which automatically displays links to
all of your published web pages.

e Shortcodes — Shortcodes are simple lines of text enclosed in brackets like [shortcode] which
WordPress recognizes to display stylized content. An example shortcode would be the [gallery]
shortcode which displays all of the photos attached to a web page in a photo gallery.

Using WordPress for the First Time

How do I login to my WordPress site?

Once your website has been created, follow these steps to login:

1) Visit your website’s address in a web browser (Internet
Explorer / Firefox / Chrome) @WORDPRESS
2) Scroll down to the very bottom of the web page
3) Click the “Log In” link at the bottom of the web page Usemame
4) Login to WordPress using the same e0 username and
Password

password that you use to login to your computer, FirstClass
and Sungard Business Plus.

Remember Me

Once you’ve successfully logged in, you will be taken to the WordPress
“Dashboard”, the area of your site which you will use to edit it.

What is the Dashboard?

When you login to WordPress, you will be taken to the back-end area of WordPress where you will do all
of your editing. The Dashboard is a web page on the WordPress back-end which gives you a general
overview of what you have on your site. It shows how many posts and pages you have published and
how much storage space you have used.

As with most of the pages in the back-end area, you can customize what you see on the Dashboard by
clicking the Screen Options button toward the upper right hand corner of the Dashboard. That will open
a panel where you can choose how many columns appear on the Dashboard, as well as which blocks of



information will be shown. Any settings you choose will automatically be saved to your account, so the
Dashboard will look the same for you the next time you login.

My Sites Michael Clark's Site » + New Howdy, clarkm

Screen Options Hel
= Dashboard : p
Home
My Sites Right Now QuickPress
s Posts Content Discussion
Media 1 Post 0 Comments - -
Pages 1 Page o Approved —
-'1__;- Comments 1 Category O Pending
Appearance O Tags o Spam
58/5 Plugins Theme Cunningham Creek (twentyten) with & Widgets
&4, Profile You are using WordPress 3.5.2. Save Draf — F'ublish
T Tools Storage Space
Settings 200MB ?lr;ac: . 0.00MB (0%) 32‘12’ Recent Drafts
There are no drafts atthe moment
Incoming Links

) ) ) WordPress Blog
This dashboard widget queries Google Blog Search so that

when another blog links to your site it will show up here. It
has found no incoming links... yet. t's okay —there is no
rush.

WordPress 3.8.1 Maintenance Release January 23, 2014
After six weeks and more than 9.3 million downloads of
WordPress 3.8, we're pleased to announce WordPress 3.8.1
is now available. Version 3.8.1 is a maintenance releases that

Note that on the left hand side of the page there is a navigation menu with a list of links. As you work on
your website you will use these links quite a bit to jump to the different areas of the back-end. As you
activate different plugins, additional links may appear in the list given you more options to manage your

site.

What should | do the first time | log in?

If this is your very first time you’ve logged in to your WordPress site, there are two things you
may want to do right away: edit your profile and activate some plugins.

Edit Your Profile

Click the Profile link on the left to access your account’s profile. Here you can edit your first
name, last name and nickname and choose how you would like your name to be displayed on
your website using the drop down menu next to “Display name publicly as.” Your name will not
appear on your pages, but will show up on your blog posts to identify you as the author.



If you make any changes to your profile, be sure to click the blue Update Profile button at the
bottom of the page.

{5} Dashboard an i Help
&=, Profile
5 Posts -
) Personal Optinns
Media
Pages Visual Editor [[] Disable the visual editor when writing
() Comments Admin Color Scheme _
Blue
Appearance
@
£# Plugins - . Gray
M Tool Keyboard Shortcuts [F1 Enable keyboard shortcuts for comment moderation. More information
ools
Settings Toolbar [¥] Show Toalbar when viewing site
Name
Username clarkm Usernames cannot be
changed.
First Mame John
LastMame Daoe
Nickname (reguired) Coach Doe
Display name publicly as John Doe E

Contact Info

E-mail {reguired) clarkm@stiohns.k12.fl.us

Activate Plugins

Plugins are optional tools which add features to WordPress. Think of WordPress as a car with a
standard set of features, and plugins are your upgrades like power windows. We have made
available a handful of plugins to help teachers edit their websites. You can see the full list of
available plugins, activate and deactivate them by clicking the Plugins link on the left-hand
navigation menu.

A few plugins that you may want to activate right away are...
e Fonts, which will allow you to use different fonts and sizes on your posts and pages,

e MCE Table Buttons, which gives you a set of buttons that let you create and edit tables
as we did in FirstClass,



e Marquee, which lets you display a scrolling test message across the top of your pages,

and,

e Background Per Page, which lets you set an image or color as a page background.

To activate a plugin, just click the Activate link under its name. You may also use the checkboxes

and “Bulk Actions” drop down menu to activate or deactivate several plugins at once.

[ _E
Activate

Add More Font Styles & Sizes To Your Visual Editor in WordPress

Version 1.0 | By Brad Dalton - wpsites | Visit plugin site

More information about all of the available plugins is provided later in this documentation.

Should | make pages or posts?

With WordPress, you may create either Posts or Pages. Though there are some exceptions, posts are

intended to contain time-sensitive information, content that may only be pertinent for a week or a

month, whereas Pages are intended to have information that will always be useful to the reader. Pages

are akin to the web pages we created and edited in FirstClass.

As an example, if you are planning to write about a homework assignment, an upcoming event, or put

up a weekly newsletter, you may want to write a post. By contrast, if you are writing about your class

rules, your teaching style or your course syllabus (information that would be useful to a website visitor

at any point during the school year), then a page might be a better option.

You may choose to write strictly posts, strictly pages, or a little of both.

Below are some of the additional differences between posts and pages which you may want to consider

as you choose between writing posts or pages.

Posts

Pages

Several posts may be displayed at a time, listed
chronologically with the newest post at the top

Can be organized by subject matter with categories and
tags you create

Are included in your website’s RSS (Really Simple
Syndication) feed

Only 1 page is displayed at a time

Cannot be organized with categories or tags, but can be
organized in a hierarchical or outline format

Are not included in your website’s RSS feed




Editing

How do I edit my site with WordPress?

While you are logged WordPress, there will be a gray toolbar displayed at the top of the web page. You

see the toolbar because you are logged in, but visitors to your website will not see it. This toolbar

provides a quick way to do a number of actions, including editing an existing pages and posts, and

creating a hew ones.

Shown below are some of the things you can do from the top toolbar.

View
WordPress’
online
documentation

Switch between the
public view of your
site and the back-end
editing area

Edit the page you
are currently
viewing

'.\?;' My Sites

\

Michael Clark’'s Site

Switch between the
each of the sites you
have access to edit

» + New

1

Edit Page

posts & pages

Create new items like

How do I edit my pages?

Edit your
profile or log
out

\

Howdy, clarkm

Q

Search the content
on your site

If ever you need to update or edit an existing page on your site, an easy way to do so would be to

navigate to the page as you normally would and then click the Edit Page link on the top toolbar.

My Sites

Michael Clark's Site

® 4+ New Edit Page

Howdy, clarkm

Clicking that link will bring you to the Edit Page screen which gives you a wide range of options for

editing a web page.

A complete guide to the Page Editing Screen can be found at:

http://en.support.wordpress.com/pages/new-page-screen/




{5} Dashboard Screen Options Help

=] Edit Page st

5P Posts
Media Sample Page Publish
Permalink: hitp:/teachers. stjohns k12 flus/clark-m2!| View Page Preview Changes
All Pages (55 Add Media Wistiat| Crest Status: Published Edit
Add New
— B I = = i « = = = = - — Visibility: Public Edit

(@ Comments
fﬁl Published on: Mar 6, 2014 @ 15:52 Edit
Appearance

/& Plugins

,35 Profile Move to Trash Update

Enable S5L: []

T} Tools
Settings Page Attributes
Template
Default Template [=]
Order
0

Meed help? Use the Help tab in the upper right
of your screen.

Path: p
Word count: Draft saved at 2:04:40 pm. Last edited on March 6, 2014 at 3:52
0 pm

Featured Image

Set featured image

How do | make a new page?

Probably the easiest way to make a new web page is to use the + New link on the top toolbar.

Sites Michael Clark’s Site Edit Page

From the back-end area you can also click Pages > Add New on the left-hand navigation menu.

What do the buttons on the editing toolbar do?

If you’re seeing the Edit Page screen for the first time, the editing toolbar will look “trimmed down” to a
single row of buttons. Be sure to click the “Show/Hide the Kitchen Sink” button in order to see the
complete set of buttons.

Add Media

Visual | Text
B I = = i « E = = = VvV-EB & —
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Note that you would normally only see two rows of buttons, but if you’ve activated the Fonts plugin, the
MCE Table Buttons plugin or both, you will see 3 rows of buttons as shown below.

Add Media

Wisual
B I e = i~ «« = = = = V- BIE —
Paragraph = U = A~-RF M € Q = @

Fontfamily ~ Fontsize ~

A comprehensive guide to WordPress’ Visual Editor and all of its buttons is available at:
http://en.support.wordpress.com/visual-editor/

How do | change my home page?

WordPress will allow you to display either a group of blog posts on your home page or an individual web
page. If you choose to display blog posts, you can choose how many will be shown. If you choose to
display a single web page, you can decide which one of your published web pages will be used.

To set which page will be your home page...
[IT Reading Settings
1) Go to Settings > Reading on the left-hand Front page displays

@ Your 1atest posts

naVIgatlon menu. —= @ static page (select below)

2) On the Reading Settings page, make sure Front mepage@

Posts page: — Seleci— [+

page displays to “A static page.”

3) Use the drop down menu to choose which of your pages you want to use as your site’s home
page.

4) Click the blue EERESIEEESN button.
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Plugins

What do all of these plugins do?

Akismet - If you allow the public to submit comments on your posts and pages (commenting is
turned off by default), you may receive “spam” comments similar to the spam you receive via
email. This plugin helps filter out those spam comments automatically.

All-in-One Event Calendar by Timely — Use this plugin to maintain a calendar of events on your
website. Your events can be displayed in a few different layouts including a standard monthly
calendar. Your site visitors will be able to “subscribe” to your calendar to stay up to date on your
events.

All in One Video Pack — This plugin will allow you to quickly add videos to your website, whether
you want to record new videos with a webcam or upload them.

All in One Video Pack Sidebar Widget — If you are using the All in One Video Pack plugin, this
companion plugin can be used to display your recently uploaded videos in your website’s
sidebar.

Allow Multiple Accounts — Teachers who would like to allow a group of students to login to
their website to post comments may use this plugin to create the student accounts using their
own email address. Without this plugin, WordPress requires every user to have a unique email
address.

Authors Widget — This plugin is useful for sites which have several editors. This plugin will
display links in the sidebar with each editor’s name, so a viewer can click an editor’s name to see
which blog posts they have published.

Background Per Page — Use this plugin to display a solid color or background image behind the
content of a web page.

Display Widgets — By default, WordPress will display the same widgets on all of your web pages.
This plugin will let you display certain widgets on certain web pages.

Document Links Widget — This plugin provides a quick way to link to documents like PDF files in
your sidebar. Just upload a PDF to your Media Library, and this plugin will automatically add a
link to the document in the sidebar of your site.

Email Log — This plugin is a good companion to the Subscribe2 widget. It will show you a log of
all of the emails which have been sent from your website.

Fonts — Activating this plugin will add a spot on the editing toolbar where you can change the
font faces and font sizes of text.
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e Google Analytics for WordPress — Use this plugin to see detailed statistics about your website
traffic.

e Image Widget — This simple plugin makes it easy to display an image in the sidebar of your
website.

e Insert HTML Snippet — coming soon

o Lightbox Gallery — coming soon

e Link Manager — coming soon

e Marquee — coming soon

e MCE Table Buttons — coming soon

e Meteor Slides — coming soon

e Quick Page/Post Redirect Plugin — coming soon
e Shortcodes Ultimate — coming soon

e Subscribe2 — coming soon

e WordPress Importer — coming soon

e WP Mail From Il = coming soon

e WP Render Blogroll Links — coming soon

o WYSIWYG Widgets — coming soon

Widgets

How do I change the information in the sidebar?

On the left-hand navigation menu, click Appearance > Widgets

A comprehensive guide to working with widgets is available at
http://en.support.wordpress.com/widgets/
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What do all of these widgets do?

Archives — only useful if you make blog posts. This will show links
to your blog posts based upon the months they were posted. It
gives visitors to your site an easy way to navigate to your old
blog posts. Options: a) if the list of months gets too long, you can
display them in a dropdown menu instead; b) you can also show
the number of posts you made each month.

Calendar - only useful if you make blog posts several times a
week. Not to be mistaken for a calendar of events, this will show
a links to your blog posts based upon the dates they were
posted.

Categories — only useful if you make blog posts in more than one
category. This will display a list of your blog post categories as
links, allowing visitors to click on a one category to see the posts
you’ve made in that one category. Options: a) if you have a lot of
categories, you can display them in a dropdown menu instead of
a list; b) you can show the number of posts you’ve made in each
category; c) you can display the categories in an outline format

Custom Menu - this will display a custom menu that you’ve
created under Appearance > Menus. Creating a custom menu
allows you make a list of links to your pages and/or other web
pages. You'll have full control over the order in which the links
are displayed and how they read. Learn more about creating

custom menus.

Document Links* - to get this widget, go to Plugins and activate
the plugin named “Document Links Widget.” Once you place this
widget in a Widget Area, it will automatically display links to any
PDFs, Word documents or ZIP files you have uploaded to your
media library. Option: a) you can choose to show links to one of
more of those file types b) you can also “hide” links to certain
files when you click Document Links link on the left-hand menu.
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Archives

Title:

|~ Display as dropdown
"1 8how post counts

Delete | Close

Calendar

Title:

Delete | Close

Categories

Title:

[ Display as dropdown

[T show hierarchy

Delete | Close

Custom Menu

Title:

Save

Select Menu:  Custom Navigation [+ ]

Delete | Close

Document Links

Title:

To hide or show individual files within
these categories, use the plug-in

admnistration panel
¥| Show PDFs

¥| Show Word Docs
¥| Show ZIP Archives

¥| Show Other

Delete | Close



Links* - to get this widget, go to Plugins and activate the plugin
named “Link Manager.” This widget will display a list of links
you’ve added in the Links Manager. To add or edit your list of
links, click Links on the left-hand menu. Options: a) Choose to
show one or all of your link categories b) Choose the order in
which the links are listed c) Choose to show/hide the link name,
an associated image, its description or its rating. Learn more
about how to use the Links Manager.

Meta — this simple widget will automatically display these 5
links: Site Admin, Log in / Log Out, Entries RSS, Comments RSS,
WordPress.org. No options for customization.

Pages — highly recommended if you create pages, this widget
will automatically show links to all of your published pages in a
list. The page title will be the link. Options: a) choose the order
in which the links are listed: by Page title (alphabetically by the
page title), by Page order (a specific order you set), by Page ID
(the order in which the pages were created); b) choose certain
pages to hide from the list.

Recent Comments — only useful if you are accepting comments
on your posts and pages, this will show links to recent comments
you have received. Option: a) choose how many recent
comments are displayed.

Recent Posts — only useful if you create blog posts, this will show
a list of links to your most recent posts. The post title will be
shown as the link. Options: a) choose how many recent posts are
displayed; b) show or hide the date on which the post was
published.
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Links

SelectLink Category:
All Links

Sort by:

Link title
[#] show Link Image
Show Link Mame
[C] show Link Description
[T] show Link Rating

Mumber of links to show:

Delete | Close

Meta

Title:

Delete | Close

Pages

Title:

Sort by
Page title

Exclude:
Page |05, separated by commas.

Delete | Close

Recent Comments

Title:

]

Save

Number of comments to show: 5

Delete | Close

Recent Posts

Title:

Number of posts to show: 5§

DDiSpIay post date?

Delete | Close



RSS — coming soon

Search — coming soon

Tag Cloud — coming soon

Text — coming soon

Upcoming Events* — coming soon

WYSIWYG Widgets* — coming soon

RSS

Enterthe RSS feed URL here:

Give the feed a file (optional)

How many items would you like to display? 10 [x]
1 Display item content?
|” Display item author if available?

| Display item date?

Delete | Close
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