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About Jim Shirley 

Hey there! My name is Jim Shirley and I'd 

like to help YOU build your blog/website with 

WordPress. Here’s a little about me so you 

know who you’re getting this information 

from.  

In my career, I've been: 

 an editor 

 a research analyst 

 product manager 

 product development manager 

I've worked with and trained people from around the world 

including: Africa, Brazil, India, Thailand, China, Europe, 

England, Canada, Russia, Japan, Australia, Philippines, and New 

Zealand.  

Back in 2004, I decided to learn how to build websites. By 2005, 

I had moved from coding everything in HTML myself to using 

WordPress.  

Since then, I've helped dozens of small businesses get their 

business online AND learn to use WordPress. I have built at 

least 50 websites for my own personal use using WordPress. Today 

I have 17 blogs / websites online…  

Enough about me. Let’s get on with it! 

 

Jim Shirley 

  



 

WordPress Quick Start Guide 

 

These are the steps to creating your WordPress website. This is 

a quick but comprehensive guide.  

If you need more help, consider one of my video courses where 

you can watch over my shoulder while I walk you through every 

step of setting up your blog/website.  

I will send you an email about the courses I offer over the next 

few days… 

Okay, let’s get started. 

Register a Domain Name  

The first step is to register a domain name. 

It’s okay to register a domain name at a different company than 

where you will host the website – but know that you CAN register 

your domain and web hosting at the same time with the same 

company. 

Domain name companies specialize in registering domain names and 

they can therefore offer you lower prices. And, my experience 

is, once you’ve bought one domain, you’ll probably want more 

later – so it’s best to keep your annual domain name fees as low 

as possible.  



 

Choose namecheap.com or internetbs.net or GoDaddy.com for 

domains.  

And for help brainstorming what domain name to register, look at 

http://leandomainsearch.com or http://expiredomains.net .  

Try to find a “.com” domain - these are the most valuable and 

plus they tend to carry a little more authority in the minds of 

visitors. 

After you have your domain, move on to the next step. 

Get Web Hosting.  

Web hosting is a monthly subscription service that gives you a 

little piece of server space on the web.  

You can’t have a website without hosting. And it’s not worth it 

to go for one of the ‘free’ WordPress hosts.  



 

Plan to spend anywhere from $7 / month on up to $40 a month on 

hosting.  

Lower cost hosting is generally fine for most start up web 

businesses - so no need to spend a chunk of money on this every 

month yet.  

Options for hosting include Hostgator, Bluehost, LiquidWeb. Pick 

a web host (like one of those mentioned) that has a WordPress 

quick install. This allows you to click a button and WordPress 

is installed for you. Otherwise, you’ll have to deal with FTP 

sites and moving the files around yourself. 

Once you have signed up for web hosting, proceed to the next 

step! 



Update your Domain Name Servers  

Please note: This step only applies if you followed my 

instructions from step 1 and bought a domain from one of the 

domain registrars.  

Once you have signed up for web hosting, you’ll get an email 

with lots of useful information like how to log in to your 

“control panel” or “cpanel”.  

This email will also likely contain the name server information 

which you need for your domain name.  

The name server names will look something like 

“ns1.hostgator.net” and “ns2.hostgator.net”.  

Now go to your domain registrar (name cheap, internetbs.net), 

log in and then update the DNS for your domain to point to the 

new name servers. This makes it so when people type in your web 

address on the internet, they go to your web page.  



 

These instructions are a little vague, I know. Unfortunately, 

every domain registrar has a little different approach to 

changing the name server. Just login to your domain registrar 

and look for instructions for updating your domains DNS.  

Once you’re done, move on to the next step! 

Run the WordPress Quickinstall  

The next step is setting up WordPress! 

Open up that email from your hosting company again.  

This time log in to your “control panel” of your hosting 

account.  



Once you’re logged in, you’ll see a variety of icons all 

organized by topics like Email, FTP, and Domains. Scroll down 

the page and look for an icon called Quick Install. Click it.  

 

When the new screen opens, look for WordPress on the left side 

of the screen, choose it, and then proceed with installing it.  

You will be prompted with a few questions like your name and the 

login name you want for your new website.  

After the install is complete, you’ll see a screen with your 

login name and password. This will also be emailed to you at the 

address you provided.  

Now click the link to go to your website login page! Your site 

is ready to work with! 

 

Login to Your WordPress Site! 

Usually, your WordPress site login page will be located at: 



http://yourdomain.com/wp-admin  or 

http://yourdomain.com/wp-login.php 

Just replace ‘yourdomain’ with the address of your website. This 

is what the login form looks like: 

 

Enter your Username and Password as you set it up in the prior 

step. 

Once you're in you will see the Dashboard:  

http://yourdomain.com/wp-admin
http://yourdomain.com/wp-login.php


 

If you want to change your password to something more meaningful 

that you can remember just click on Users towards the left hand 

menu. 

The Users link will open your Profile page.  

Here you can update any of your personal information, including 

your password, which is found at the bottom of this page. Click 

on the Update Profile button when you're done. 

Now let’s get a few plugins installed to secure your website 

among other things. 

Install Plugins on WordPress 

 Next, look on the left side of the page for a link called 

Plugins. 

Then when the plugin page opens, look for a link called Add New.  

This opens up a new screen where you will see lots of plugins 

you can add to WordPress.  

Plugins are basically little “apps” that make WordPress do some 

thing or do it better.  



You can only install one plugin at a time…so now find the search 

box near the top right of the page.  

Search for, install, and activate each of the following plugins: 

Wordfence 

Contact Form 7 

WP Spamshield 

Yoast SEO 

That’s all. 

There are a variety of settings you can set for each of these 

plugins, however, since this is a quick start guide I won’t be 

going through all of them.  (However, I do cover details about 

plugin settings in my full WordPress training).  

Now it’s time to make a few tweaks to the Settings in WordPress. 

Adjust the WordPress Settings  

Now that the plugins are installed and activated, the next step 

is to make a few changes in the Settings for WordPress.  

Again, back to that left side navigation menu and this time 

we’re going to click on Settings. For this quick start 

checklist, we’re only going to touch on a few of the menu items 

under Settings.  



 

First, if you go to Settings > General, this is the page where 

you can set the name of your blog. If you change it, make sure 

to scroll down to the bottom of the page and click to Save 

Changes.  

Next, the Settings > Reading page is where you can specify a 

particular page to use as the Home page. Be sure to Save 

Changes. This is great for businesses or people who don’t want 

the blog to be the first page. More on this later in the guide. 

Next, go to Settings > Permalinks and make a change on that page 

to use Post Name as the permalink structure then click to Save 

Changes. This just makes it so the name of your blog posts and 

pages appears in the URL instead of a number.  

Now it’s time to work on the appearance of your site. 



Pick a Theme for your Website  

The theme on WordPress is what controls how your site looks to 

your visitors.  

The theme is what differentiates your site from others. Your new 

WordPress site already has a theme pre-installed for you so I 

won’t spend too much time on this. But if you want to change the 

theme, it’s easy.  

On the left side navigation menu, click Appearance then click on 

Themes. On the themes page, click Add New.  

 

Like with plugins, this will open you up to all sorts of free 

theme options. If you want to change themes, for now I recommend 

choosing one of the Featured or Popular themes.  

Go ahead and choose a few themes and try them. When you Install 

a theme, go ahead and Activate it or Preview it to see what your 

site looks like.  



Each theme you try will stay in your themes area so you can try 

out several to find the one that gives you a look you want and 

is easy to use. 

Now we’ll move on to creating a few core pages for your website. 

Create Core Web Pages  

Now that you have your settings, plugins, and theme in place, 

you’re ready to start creating the core pages for your website.  

There’s no limit to how many pages you can create. But for 

starters, the ones you need are a Contact Us page, an About Us 

page, a Home page (if you choose to have a more traditional 

website versus a blog), and if you choose to do a home page and 

you want a blog too, then you want to create a page called Blog.  

 



Go to the menu and click Pages then Add New. Go ahead and create 

these pages now - Contact, About, and if you’re doing a Home and 

Blog page then create those now too. By the way, you can delete 

the page called Sample Page. To Delete a page, simply click on 

the All Pages link under Pages, then find the page you want to 

get rid of, hover over it with your mouse and then click the 

link that says Trash. 

Next, we will add a form to your Contact page where visitors can 

send you a message. Don’t worry, no coding involved. 

Add Form to Contact Page  

In this step, you’re going to add a contact form to your Contact 

page. Remember installing the Contact Form 7 plugin a few steps 

ago? Well, that plugin produces something called a shortcode 

that we can copy and paste into a page to add a contact form.  

This little code will make it so a magical form appears on your 

Contact page! And you didn’t have to do any coding or anything 

hard.  

On your left navigation menu, find the link that says Contact 

and click it to open the page.  

Contact Form 7 creates a generic form for you – and it works 

perfectly. So all you have to do once you open up the Contact 

Forms screen is copy the Shortcode. 



 

Next, go to Pages and then open up your Contact page. Once it’s 

open, go to the editor and change from the Visual editor to the 

Text editor. Then simply Paste the shortcode. You can write some 

text on the page too.  

Now click to Update your page. Voila! You now have a working 

contact form where visitors can send you a message from your 

website. 



 

Set Blog and Home Pages in Settings  

Skip this step if you are just going to use the website as a 

blog and you don’t intend to have a static home page.  

But if you want a Static home page, then go ahead and click on 

Settings on the left menu and then Reading. At the top of the 

Reading page, you have two drop downs where you can specify a 

page as the home page and secondarily, you can specify a page as 

the posts (blog) page. Go ahead and select the pages you created 

earlier. 

When you finish making changes, click to Save Changes. 



 

Next, you will be getting familiar with the Content Editor in 

WordPress – so you can start filling up your website with 

content! 

Get Familiar with the Content Editor  

Go ahead and click to edit one of the Pages you created. This 

could be a post too - it doesn’t matter. What I’m going to be 

showing you here is the same for both posts and pages.  

On the right side of the editor you’ll see two tabs, one says 

Visual and the other Text. Make sure you’re on the Visual tab.  

Check out the toolbar. You can make things Bold, you can change 

the font size and much more. 



Hover over each of the buttons with your mouse to learn what it 

does. Go ahead and type some content and then highlight stuff 

and change the formatting a bit. 

 

Now I want to show you some further detail about Pages and Posts 

screens.. 



Edit/Add New Pages 

 

 

 

The first field you need to fill in is the page title. 

Then use the visual editor to enter the content for your page. 

  



 

 
Hint: Click on the Full Screen button: 

 

This allows you to edit your page in full screen mode, 

giving you greater control over your work area.  

NB: Learn more about the Full Screen Mode or Distraction-

Free Writing Mode at The Editor section in the full manual. 

 

Add Media allows you to add media such as images, audio and 

video and assign titles and descriptions to media files. For 

more detailed information about this process, read the Media 

section in the Editors Guide. 

When you are happy with your page, click on the Preview button 

found at the top right corner of the Publish module on the right 

hand side of the page. This will give a real life preview of how 

your page will look on your website. 

Once you're happy for your page to go public, click on the 

Publish button at the bottom of the Publish module. If you are 

editing an existing page this button is called Update. 



Edit/Add New Posts 

 

Adding or Editing Posts functions much the same as Pages, 

however there are some additional information you need to enter. 

You can change the presentation of your posts by setting up 

Format.  

You will also need to assign the post to a category which will 

affect where and when the post appears on the website. 

On the right hand side underneath the Categories module you can 

add Tags to your post. Tags are like keywords that visitors may 

use to search for related articles. For example, adding the tag 

"wedding" to a catering article and a photography article may 

help your visitors find related content on your website. 

There is also an option to add a Featured Image to your post. 

You can preview and edit posts in the same way as you do for 

pages. When you want to publish or save your changes click on 

the Publish or Update button. 



Now let’s save and publish your work. 

Save / Publish  

Near the top right of your page is a small box that has two 

buttons one for saving and the other for publishing.  

Click Save Draft to save a draft. This means that your page / 

post is not published for the world to see yet. But it is saved.  

Clicking Publish means the post or page will be live on your 

website. Keep in mind, you can always change the status of a 

published post or page back to Draft if you need to. 

 

It’s also not a bad idea to get in the habit of writing your 

pages and posts in Word or Google Docs - somewhere that you can 

save the file and then copy and paste the text into WordPress. 

That way you’re protected in case you lose your internet 

connection. 

That’s it!  

Once you have filled in your pages, you have a fully functioning 

website that you can start using to grow your business. 

  



If You Need Help 

I hope this Quick Start guide has helped answer your questions 

about starting a WordPress site.  

By the way, I have a question for you… 

What if you could watch over my shoulder while I go through all 

the steps outlined in this report and show you how to do 

everything…where to click, what to watch out for…and more?  

Would that help?  

If so, then check your email because I’ll be sending you 

information about my upcoming courses! 

 

Jim Shirley 

 


