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WordPress Manual 
We created this manual to enable you with the knowledge and tools to 

manage and optimise your own WordPress site effectively.  
 
 

Need Maintenance or Training? 
 

For expert support or personalized training, visit 
https://websitedesign.co.za/training.html  

 

  
  

https://websitedesign.co.za/training.html
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About This Manual 
Welcome to the WordPress Manual for websitedesign.co.za clients. This guide is intended for anyone responsible for 

managing a WordPress website, whether youôre a beginner or have some experience. Itôs designed to help you 

confidently navigate and maintain your site with practical, step-by-step instructions. 

Who Should Use This Manual? 
This manual is ideal for website owners, content managers, or anyone tasked with updating and maintaining a basic 

WordPress website. No prior technical knowledge is required; weôve kept the language simple and easy to 

understand. Whether you're editing content, updating your siteôs design using the Divi Builder, or implementing 

security measures, this guide will provide you with all the necessary information. 

Whatôs Covered? 
Youôll find everything you need to manage your WordPress site effectively, from logging in and creating posts to 

customizing your siteôs appearance and ensuring robust security. Weôve also included sections on managing users, 

installing plugins, and managing content. 

How to Use This Manual 
Start with the basics if youôre new to WordPress, or jump straight to specific sections if youôre looking for guidance on 

a particular task. Each section is organized to make it easy for you to find the information you need quickly. We also 

added a table of contents to assist you in navigating through topics. We encourage you to explore the entire manual to 

get the most out of your WordPress website. 
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How To Log In  
To log into your WordPress website, you need to use a browser. Start by opening your browser and in the address bar 

(not the search bar) - type in your website URL followed by /saonline-login/.  

Example: https://www.websitedesign.co.za/saonline-login/  

You will be greeted with the following screen: 

 

Once you get to this screen, you will be asked to log in using a 

username and password. If your website was designed by one of our 

developers, you can find these login credentials using 2 methods. Enter 

your username and password and click ñLog Inò. 

You can find the username and password on the bank and close 
email that was sent to you when we closed off your project. 

 

You can 
find 
them on 
the 
project 
log 
attache
d to 
your 
bank 
and 
close 
email.

   

https://www.websitedesign.co.za/saonline-login/
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WordPress Dashboard  
Once you log into your website you will be greeted with your WordPress dashboard (back-end). This is where you can 

manage and change settings on your website It is important to understand the basics of the interface before you make 

any changes as one wrong setting could potentially break your entire website.  

 

 

 

This interface might seem overwhelming at first, but once you understand each tab and how to navigate through your 

dashboard, everything will become much easier to manage. The tabs on the left may differ from yours as each website 

is unique. But most of them will be similar. Below we have compiled a list of all the tabs that we use daily. You will 

notice weôve left out a few of them as they are not important / being used very often.   

Dashboard: 

This tab showcases everything going on inside a single window. From updates to 

site health to website performance to news. Use this tab to get an overview of 

whatôs happening on your website. 

Tip: Notice the red circle next to ñUpdatesò This showcases all updates that 

need to be taken care of. 

 

Posts:   

Here you can manage all your articles/blog posts. You can add, delete, and edit 

blog posts here. You can also manage your categories for different types of articles 

as well as set search phrases (tags) for your blog posts. 
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Media:   

All your visuals for your website are stored here. You can upload, delete and 

manage all images, videos, documents, and audio files here. It is important to 

note that if you use an image on your website and you delete it in this tab, your 

image will no longer display on the front end. 

Tip: Always resize your images to under 900kb before you upload them. Big 

image files will slow down your website tremendously. Image resizer link: 

https://bulkresizephotos.com/en?preset=true&type=filesize&filesize=871000/ 

 

Pages:   

Here you can create all your website pages that will be displayed on your 

website. The most common pages are the ñHome pageò, ñabout usò, 

ñservicesò, ñcontactò, etc. You can manage, edit, delete and create new pages 

here. 

Tip: Creating pages doesnôt mean it will 

be added to the menu. You will have to 

manually add it after you are done 

creating your page. Navigate to the 

Customization section of this manual to see how you can accomplish this. 

 

Comments:   

Comments originate when someone comments on your blog post/article or 

leaves a review on a product. These comments will be shown in this tab. You 

can manage, edit, delete and reply to 

comments using this tab. 

Appearance: 

The appearance tab allows for multiple 

customization of your website. Here you 

can set the page title, add a favicon, 

manage your menus, manage widgets, 

manage your theme, modify your theme 

files, and a lot more.  

 

 

 

 

 

 

 

 

 

 

https://bulkresizephotos.com/en?preset=true&type=filesize&filesize=871000/
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Plugins: 

Here you can manage all your WordPress plugins. Plugins are packages of 

code that extend the core functionality of WordPress. Letôs say you want a 

booking system on your website: You would navigate to this tab and search 

for a bookings plugin to add to your website. 

Tip: Having too many plugins may slow down your website. Try to use only 

the necessary ones. Plugins that are not being used, simply delete them. 

 

Users: 

You can manage all your registered users 

in this tab. Users who signed up to your 

website. Users who were added as 

administrators can also be viewed and 

managed in this tab. 

 

 

 

Tools: 

The tools tab is a technical area where you can import and export WordPress 

files and troubleshoot the websiteôs health and condition. We recommend not 

using this tab. If anything serious is wrong with your website, itôs advisable to 

contact us for assistance. You wonôt use this tab to design your website. 

 

 

 

 

 

Settings: 

Consider this tab the same as your 

cellphoneôs settings. Here you can 

manage settings on your website. This 

includes: 
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Tip: Some plugins may add additional tabs to your WordPress dashboard 

where you can change settings for it. This is a great example of an added 

plugin tab. 

 

 

 

 

Tip: This is the primary website builder used to create your website. If you 

do not see this tab, it means that your website was built using a different 

website builder.  

 

 

 

 

¶ Website title 

¶ Permalinks 

¶ Date and time format 

¶ Website language (not front-end). 

¶ Image sizes 

¶ User avatars 

¶ And a lot more. 

 

Easy WP SMTP: 

This is a tab added by a plugin that we use during our development stage. It 

simply improves email delivery through your WordPress website. It consists of 

technical settings. It is recommended not to change the settings in this tab. 

Should you change anything ï your contact form may not work correctly.  

 

 

 

 

 

Divi: 

As this manual focuses on WordPress development using Divi, 
this was also added to the list. Here you can view and manage the 
Divi builder and its settings.  You can also edit and design 
your header and footer here using the óTheme Builderò sub-tab. 
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How To Back Up Your Website  
It is important to keep backups of your website in a safe and secure environment for when something goes wrong, you 

can always revert to a backup and restore your website to its original state. An example would be: if you accidentally 

deleted a page or changed a setting and donôt know how to revert the changes. Restoring a backup can save you 

from these troubles and challenges. 

Add UpdraftPlus Backup Plugin 
We recommend using UpdraftPlus as it offers extensive features that make it very convenient to create and 

manage backups. Additionally, we offer secured backup services. For more information, please visit 

https://www.websitehosting.co.za/websitehosting_websitedesignbackupservice.html  

1. Navigate to Plugins > Add New. 

 

2. In the search bar on the right-hand corner, search for ñUpdraftò. You will see that UpdraftPlus is the first 
plugin that appears. Make sure you install the plugin by UpdraftPlus.Com. 

 

 

 

 

https://www.websitehosting.co.za/websitehosting_websitedesignbackupservice.html
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3. Once youôve installed the plugin, it will ask you to activate it. Click on ñActivateò. 

 

4. Once the plugin is activated, a new sub-tab will appear in ñSettingsò. Navigate to Settings > UpdraftPlus 
Backups. 

 

You will then be greeted with the UpdraftPlus dashboard where you manage all backups and settings.  
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Schedule Backups 
 

1. Navigate to the ñSettingsò tab. 

 

2. Scroll down until you see the remote storage options.  
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3. We recommend making use of Google Drive to save your website backups. You can save it to 
your web server storage however, it is not recommended. If your web server storage runs out, your 
website and emails may stop working. Select ñGoogle Driveò and follow the prompts to connect your 
Google account. Make sure to tick all the boxes that Google displays to ensure that you give sufficient 
permissions to Updraft, allowing it to add website backups to your Google Drive.  

 

4. Once you successfully linked your Google account, you will be prompted to the following screen. 
Click ñComplete Setupò. 
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5. Now letôs create a scheduled backup to automatically back up your website on a weekly basis. 
Navigate to ñSettingsò and set the following values.  

Files backup schedule: Weekly  and retrain this many scheduled backups: 12 

Database backup schedule: Weekly  and retrain this many scheduled backups: 12 

 

 

6. Click ñSaveò at the top right corner.  

 

And youôre done! Youôve successfully created a scheduled backup process to update your website on a 
weekly basis on your Google Drive. 
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Create A Manual backup 
 

1. Letôs create a manual backup before we start making changes to our website. In the UpdraftPlus 
dashboard, navigate back to the ñBackup / Restoreò tab and click ñBackup Nowò. 

 

 

1. It will ask you what you would like to backup, simply tick all the boxes and then click ñBackup Nowò. 
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2. If youôve done it correctly, you should see it starting to create zipped folders. This process takes a few 
minutes to complete. 

 

3. Once your website completes the backup process, you will then be greeted with the following screen. 
Here you can manage your backup. You can choose to restore it, delete it, or download individual 
parts of your backup. 

 

Thatôs it! Youôve successfully created the first backup of your website. If anything goes wrong, you can 
always revert to this backup and restore your website to its previous state. 
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How To Restore A Backup  
There are various reasons why you would want to restore your website to a previous state. An example would be: if 

you accidentally deleted a page or content and donôt know how to un-do your action ï or your website crashed and itôs 

giving many errors. Restoring a backup would save a lot of time and reverting the website to a previous state. 

 

1. Navigate to Settings > UpdraftPlus Backups. 

 

2. In the ñBackup / Restoreò tab, scroll down until you see your existing backups. Choose a backup from the 
list (we only have one for this demonstration) and click on the ñRestoreò button. 
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3. You will be asked to choose the type of tiles that you would like to restore. Select all of them to restore the 
entire website. Then click ñNextò. 

 

4. Wait a moment for the files to download from your Google Drive (or web server) . Once the completes the 
downloading process, you will be greeted with a few warnings. Simply click ñRestoreò. 
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Tip: Notice the red circle and 

number next to the Updates 

tab. This indicates how many 

updates are available. 

We recommend updating your 

website once a month. 

 

 

 

 

5. Once your website completes the restoration process, you will be met with the following screen. Click 
ñReturn To UpdraftPlus Configurationò. 

 

And you're done! You successfully restored a backup. 

 

Updating WordPress  
Keeping your WordPress website, plugins, themes and files updated is essential. Neglecting this may cause errors on 

your website and even break your website completely. The internet updates at a rapid phase and itôs important to stay 

updated with the latest software as they contain security patches that can also strengthen your websiteôs security. 

Leaving your website outdated can make it vulnerable to attacks and hackers. It is recommended to always create a 

backup before you update your website as sometimes an update can break your website. 

 

1. Navigate to Dashboard 
> Updates,  

¶  
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2. Here you will all the available updates for your WordPress website. This includes the WordPress core 
plugins and themes.  

Letôs start by updating the WordPress core to the latest version by clicking on the ñUpdate to version 
6.6.1ò button. Once you click on the button, WordPress will start updating. This takes a few minutes. 

During the process of any updates (including the core, themes and plugins) do not make any changes to 
your website. Wait for the process to complete before working on anything. 

 

3. Now the WordPress core is updated, letôs move on to plugins. Scroll down a bit until you see the plugins 
section. Tick the ñSelect Allò checkbox and click ñUpdate Pluginsò. 

During the process of any updates (including the core, themes and plugins) do not make any changes to 
your website. Wait for the process to complete before working on anything. 
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4. Now scroll down and do the same thing with your themes. Tick the ñSelect Allò checkbox and click 
ñUpdate Themesò. 

During the process of any updates (including the core, themes and plugins) do not make any changes to 
your website. Wait for the process to complete before working on anything. 

 

5. Finally, to check if there are any updates left, simply look for a red circle ñnotificationò next to the Updates 
tab. If thereôs nothing, then it means your website is up to date. 
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Managing Content  
Your website consists of different pages that people can view on the internet. It is important to structure your content in 

an organized manner. Content is organized using pages.  

How To Create A Page 
We will create a page and design it using the    Divi Builder. 

1. Navigate to Pages > Add New Page 

Alternatively, if you donôt want to create a page, but edit an existing one, simply click on ñAll Pagesò and 
then the screen will prompt you to your list of pages. Hover on the page youôd like to edit and click ñEditò. 
Now skip to step 3. 

 

2. You will be prompted to create a new page. Once you come to this screen, create a name for your page. 
Once you are done, click ñPublishò. 
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3. Once your page has been published, you will see a notice box showcasing your page link.  

And youôre done! You successfully created your first page. 

How to use Divi To Design Pages 
 

As this manual focuses on Divi to create and design websites, we will skip the plain text editor and jump 
right into building the website with  Divi Builder. Click on ñUse The Divi Builderò. 

 

Uploading A Pre-Designed Layout 
 

4. Once you click the button, Divi will give you 3 options to choose from. For this demonstration, we will load 
a pre-designed template and design it from there. Click on ñBrowse Layoutsò. 
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5. You will be greeted with Diviôs huge library full of different designs.  

 

Letôs familiarize ourselves with the different tabs and categories: 

The ñPremade Layoutsò tab consists of Diviôs extensive library full of beautiful 
themes. 

The ñYour Saved Layoutsò tab consists of all your designs on either your 
existing website that was saved or your Divi cloud. 

The ñYour Existing Layoutsò tab consists of all your page designs on your 
current website that you can re-use. 

Here you can search for a theme name. 

 

Here you can categorize themes based on the type of theme that you are 
looking for. 
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6. For this demonstration we will search for ñElementary Schoolò and use the first-page design that comes 
up. Click on the layout. 

 

7. Now click on ñUse this layoutò. 

 

8. Once your layout is imported, click on ñBuild On The Front Endò. 
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Tip: Save your progress using the save button the same way as you 

would save on a Word document. 

 

 

9. Now you are inside the front-end builder of Div Tab on the 3 dots to expand the controls. 

 

10. Your expanded menu should look like this (if not similar).  

 

Letôs go over the most important controls. (Feel free to go over the ones we did not cover). 

1. The desktop, tablet and smartphone icons switch between different breakpoints. If 
you want to design the mobile ñversionò of your website, you would click on the smartphone 
icon and design from there. (We will cover responsive designing in the last sub-section of this 
section. 

2. The plus icon allows you to add more designs from the Divi library. 

3. The exit icon toggles the bottom panel on and off. 

4. The gear icon enables a popup to configure the page settings. 

5. The save icon saves your progress.  
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Tip: Feel free to experiment with different modules 

and see what they do. This helps you to familiarize 

yourself with Divi. 

 

 

 

 

 

 

 

 

 

 

Adding And Editing Modules 
 

1. Hover over any area on the website until you see a grey plus icon. Click on it. 

 

2. Once you click on the icon, a popup will appear with a list of available modules that you can use 
throughout your website. We wonôt be covering all the modules in this manual.  But the most common 

modules that you will be using are Heading, Text, Button, 
Image, Gallery and Call To Action modules.  
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3. We will use the text module and design it. Search ñTextò in the search field and click on the module to 
insert it into your website. 

 

4. Notice a new popup appeared with the text properties. This is where you design the module. 

 

Letôs go over each of the highlighted areas. 

The Content tab allows you to enter the properties that this module requires. For 

example, the text module requires you to add text. 

The Design tab enables you to design your module. From colours to fonts to sizing, 
all your design properties for the element can be found here. (Each element has 

different design properties.) 

The Advanced tab enables you to advanced styling. This tab includes input for 
custom CSS, breakpoint behaviour, animations, transitions, and more.  

The X button closes the popup and discards your edits and styling settings. 
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The Checkmark closes the popup and saves your edits and styling settings. 

Feel free to play around with the popup and familiarise yourself with the contents. 

5. In the Text module in the Content tab, create a title and add some text underneath. Then click the green 
checkmark box. 

 

Notice the text showing on your website.  

6. Letôs style this module, but first, we need to tell Divi that the first sentence is a title. Highlight the title and 
select ñHeading 1 in the text properties above. 

 

Once you click ñheading 1ò, notice your text becoming bigger and bolder. 
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Tip: Feel free to play around with the different design properties offered and see what they 

do. Depending on your module type, some design options may differ. For instance, a 

button module wonôt have a heading design property. 

 

 

 

 

7. Click on the design tab. Notice there are many design properties to choose from.  

 

8. We will only be designing the heading and the text for now. That means we will be using the first 2 
dropdowns as shown below. 
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9. Letôs change the font of the text to ñAboretoò. 

¶  

¶  

¶  

¶  

¶  

¶  

 

Feel free to choose any font that you like. 

10. Scroll a bit down until you see ñText Text Colorò and ñFont Sizeò. 

 

Notice the changes as you select the styling values. The text changed to red and it became slightly 
bigger. 
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11. Scroll down in the same tab a bit until you see òHeading Textò. Click on it. 

 

12. Notice there are different heading types to choose from (h1, h2, h3, etcé) Since we selected a ñHeading 
1ò in step 6, we need to make sure that H1 is selected. If you selected a different heading in step 6, 
please select its corresponding style. I.e. Heading 4 = H4. 

Thereafter, make your font bold by selecting ñHeading Font Weightò and choosing Bold from the 
dropdown. 

 

13. Scroll a bit down until you see ñHeading Text alignmentò and select the middle alignment icon. Then 
select any font color youôd like. 
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14. Scroll down a bit and change the font size to 55px. Notice that your title becomes bigger as you change 
the size values. 

 

15. Letôs create a background for this title and paragraph Our background properties are located in the 
óContentò tab. Navigate to the Content Tab and then click óBackgroundò. 

 

 
































































