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saving shortcuts

Use your computer with confi dence
Get to grips with practical computing tasks with minimal time, fuss and bother.

In Simple Steps guides guarantee immediate results. They tell you everything you need 
to know on a specifi c application; from the most essential tasks to master, to every 
activity you’ll want to accomplish, through to solving the most common problems 
you’ll encounter.

Helpful features
To build your confi dence and help you to get the most out of your computer, practical hints, tips 
and shortcuts feature on every page:

 

Practical. Simple. Fast.

SEE ALSO: Points you 
to other related tasks and 
information

DID YOU KNOW?
Additional features to explore

WHAT DOES THIS MEAN?
Jargon and technical terms explained in plain English
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Tip 1: Build a free Google site
Google sites enables you to create a free hosted website. While this may not be the best 
long-term strategy, it is a good way to learn the basics.

1  Go to www.google.com/sites and click Create new site.

2  Follow the onscreen cues to create your site.

ALERT: You must be signed in to your free Google 
account to create a site. To create an account and sign 
in, visit www.google.co.uk.

WHAT DOES THIS MEAN?
Hosted website: a website that is built online, as opposed to creating the site on 
your computer and then uploading (copying) fi les to the Web.

1

2
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Tip 2: Create a static website 
with WordPress
WordPress is a blogging platform, but you can use it to create a static website 
(without a blog).

1  Log in to WordPress and open the Pages menu.

2  Click Add New.

3  Type a page title for your site’s opening page.

4  Click Publish.

5  Open the Settings menu and click Reading.

6  Click A static page.

7  Select the page to use as your front page.

8  Click Save Changes.

WHAT DOES THIS MEAN?
Blog: short for ‘Web log’, a site that contains regular posts arranged in reverse 
chronological order.

HOT TIP: You can also 
use WordPress to create a 
combination website and blog. 
See Chapter 4 for details. 

HOT TIP: 
use WordPress to create a 
HOT TIP: 

6
7

8
5
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Tip 3: Change themes in 
WordPress
Plenty of free themes are available for WordPress and you can fi nd many of them 
without having to leave it.

1  In WordPress, open the Appearance menu and click Themes.

2  Click Install Themes.

3  Click one of links near the top to browse the collection.

4  Click Install next to the desired theme.

5  Activate the theme.

WHAT DOES THIS MEAN?
Theme: a collection of fi les that control the 
appearance and layout of a site and 
may also add features.

HOT TIP: You can search or 
browse a collection of more than 
1000 free themes at 
http://wordpress.org/extend/themes. 

HOT TIP: 
browse a collection of more than 
HOT TIP: 
browse a collection of more than 

1 4

3
2

5
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Tip 4: Choose an attractive 
colour scheme
Color Scheme Designer online at http://colorschemedesigner.com can help you choose 
harmonious colours for your site.

1  Go to http://colorschemedesigner.com.

2  Click a colour scheme type: mono, complement, triad, tetrad, analogic or 
accented analogic.

3  Drag the circles on the colour wheel to select the desired colours.

4  Rest the mouse pointer on Export and click HTML+CSS.

5  Color Scheme Designer displays the colour palette with hex codes for the colours.

HOT TIP: Drag the darkest circle 
to move all of the circles and then 
drag the lighter circles to make fi ner 
adjustments.

HOT TIP: 
to move all of the circles and then 
HOT TIP: 
to move all of the circles and then 

HOT TIP: To see the scheme 
on a sample Web page, click the 
‘Light page example’ or ‘Dark page 
example’ option in the lower right 
corner of the screen.

HOT TIP: 
on a sample Web page, click the 
HOT TIP: 

2

3

4
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Tip 5: Create a custom banner
You can use BannerFans at http://bannerfans.com to create an attractive header image 
to display at the top of your site.

1  Go to http://bannerfans.com 
and choose a background 
colour and gradient or 
upload an image.

2  Add and style text.

3  Add drop shadows and 
special text effects.

4  Add a border.

5  Download your banner.

HOT TIP: You can obtain free 
header art images from Digital Westex 
at www.digitalwestex.com/gallery and 
other online galleries.

HOT TIP: 
header art images from Digital Westex 
HOT TIP: DID YOU KNOW?

WordPress enables you to upload 
the header image you want to use 
on your site from your computer.

4

5
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3
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Tip 6: Prepare photos for your 
site
Prior to uploading images, adjust their quality and size using photo editing software. 
This task shows how to prepare a photo in Picasa.

1  Open the photo 
in Picasa.

2  Click I’m 
Feeling Lucky. 

3  Click Export.

4  Choose a folder to
export to.

5  Specify image size 
and quality.

6  Click Export.

HOT TIP: You can download Picasa 
for free from http://picasa.google.com.
HOT TIP: 
for free from 
HOT TIP: 
for free from 

HOT TIP: To use only a portion 
of the image, crop as desired prior 
to exporting it.

HOT TIP: 
of the image, crop as desired prior 
HOT TIP: 

5

6

4
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Tip 7: Add a YouTube video
You can easily add a YouTube video to any Web page or blog post by copying the 
video’s embed code and pasting it in your page or post source code.

1  On YouTube, copy the video’s embed tag.

2  Create your page or post and change to HTML view.

3  Paste the embed code you copied in the previous task where you want the video 
to appear.

DID YOU KNOW?
With the new HTML5 <video> element, soon 
you will be able to insert videos as easily as 
inserting images. As long as the video is in 
the proper format, browsers will be able to 
play it without a plugin or YouTube.

HOT TIP: If you do not want to 
post your video on a sharing site, 
consider installing a plugin such as 
FLV Embed, which enables you to 
host videos on your own site. See 
Chapter 9 for more about plugins.

HOT TIP: 
post your video on a sharing site, 
HOT TIP: 

1

3

2
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Tip 8: Confi gure your site with 
widgets
WordPress includes a collection of widgets that you can add to any sidebar simply by 
dragging and dropping them into the sidebar of your choice.

1  Open the Appearance menu and click Widgets.

2  Expand the destination sidebar box.

3  Drag the widget to the sidebar and drop it in place.

ALERT:  If you have diffi culty working 
with widgets – such as a widget not 
appearing where you dropped it – try a 
different Web browser.

DID YOU KNOW?

A theme may have two 
sidebars and allow you to 
use one or both of them. 

SEE ALSO: After dropping a 
widget in a sidebar box, the widget 
may expand and prompt you to 
enter settings. The next tip shows 
you how to enter settings.

2

1
3



10

Tip 9: Examine source code with 
Firebug
To view the HTML tags and CSS styles that control the position and appearance of an 
element, use Firebug to inspect the element.

1  Open the Web page that contains the element you want to inspect.

2  Click the Firebug icon.

3  Click the Inspect Element button.

4  Click the element you want to inspect.

5  Check the element’s HTML.

6  Identify the element’s selector and style declarations.

HOT TIP: If that grey box gets in the 
way, you can drag it out of the way. You can 
also click the Layout tab just above the CSS 
style pane to view a graphic of the object’s 
padding, border and margin.

HOT TIP: 
way, you can drag it out of the way. You can 
HOT TIP: 
way, you can drag it out of the way. You can 

HOT TIP: Use Firebug to 
troubleshoot problems with 
HTML and CSS when an element 
is not appearing as you expect.

HOT TIP: 
troubleshoot problems with 
HOT TIP: 
troubleshoot problems with 
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