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What is Sites at Gettysburg? 
Gettysburg College provides web hosting services to students, faculty, and staff via Sites at Gettysburg. 
Using Sites, students can establish their own web domain where they can install and manage a variety of 
web-based applications. Upon graduation, students have the option to purchase their own domain and 
migrate their web content. 

What is WordPress? 
WordPress is a popular, open-source software platform used to create about 40% of websites 
worldwide. It supports a robust array of third-party plugins and themes, providing users with various 
ways to design and customize their websites without having to know how to write code. 

WordPress needs to run on a web server so that your users can access your site. Sites at Gettysburg 
provides the storage and web services needed to operate a WordPress site. 

Setting Up Your Sites at Gettysburg Account and Domain  
Note:  If you have already created and secured a Sites at Gettysburg account for a previous class, you can 
skip to the Logging into Sites at Gettysburg section of this document. 

1. Go to https://sites.gettysburg.edu/  
2. Click the Get Started button. 

 
 

https://sites.gettysburg.edu/


 3 Return to Table of Contents 

3. Enter your Gettysburg Username and Password. 

 
 

4. If prompted by an information provided window, click the Accept button. 
5. If this is your first time logging into Sites at Gettysburg, you will be asked to choose a Domain 

name, which will become part of your Sites web address. Most users enter their Gettysburg 
Username into this field. For example, if your username were “jsmith,” then the web addresses 
of all applications installed under your Sites domain would begin with 
jsmith.sites.gettysburg.edu.  
 

 
 
 

 
 

6. Click the Click to Continue button. 

While your Domain name will remain the same for all installed applications, 
you can add directories to distinguish between different applications. For 
example, jsmith could have two WordPress sites at the following addresses: 

a. jsmith.sites.gettysburg.edu/english101 
b. jsmith.sites.gettysburg.edu/bio211 

You can add directories when you install individual applications. 
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7. Click the Register Now button. 

 
 

8. Upon creating the domain, Sites will redirect you to your cPanel, which allows you to control 
various aspects of your domain, including security, file uploads, and application installation. 

Securing Your Domain With SSL 
An SSL certificate encrypts data transferred on the internet. Web sites that use SSL display an https:// 
rather than http:// in web browsers. You should ensure that all applications installed on your domain 
use SSL so that your viewers do not receive security alerts when trying to visit your web applications. 

1. In your cPanel, scroll down to the Security section and click the Lets Encrypt SSL icon. 
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2. Click the Issue button. 

 
 

3. You will get a message saying that the SSL certificate is installed. Click the Go Back link to return 
to the cPanel. 

4. In your cPanel, scroll down to the Domains section and click the Domains icon. 

 
 

5. Slide the Force HTTPS Redirect slider to the On position. 

 
 

6. You will get a Success message. 
7. All applications installed under your Sites at Gettysburg domain should now use SSL. 
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Logging into Sites at Gettysburg (After Setting Up and Securing Your Domain) 
Note:  If this is your first time logging into Sites at Gettysburg, see the Setting Up Your Sites at Gettysburg 
Domain and Securing Your Domain With SSL sections of this document. 

1. Go to https://sites.gettysburg.edu/  
2. Click the Dashboard button. 

 
3. Enter your Gettysburg Username and Password. 

 
4. If you have already installed WordPress during a previous login, scroll down to the Applications 

section and click the My Apps button to access it.  Otherwise, see the next section for 
information about installing WordPress. 

 
 

https://sites.gettysburg.edu/
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Installing WordPress 
1. Under the Applications heading, click the WordPress icon. 

 
 

2. Click the Install this application button. 

 
 

3. In the Domain field, choose the address that begins with https:// and your username from the 
drop-down menu. Be sure to that address includes the “s” after http to avoid browser security 
warnings.  
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4. Enter a Directory name. This name will be appended to the end of your website’s URL.  Thus, 
keep it short, descriptive, and avoid any spaces or special characters. 
 
While it says that the Directory is “optional,” it really is not.  This directory name becomes part of 
your website address.  You may have several different WordPress sites for different classes and 
they should all have different addresses with different root folders.  If you leave this blank, 
resources for different sites will be housed in the same place, making it very confusing. In short, 
always specify a Directory when creating a WordPress site!  

 
 

5. Scroll down and enter an Administrator Username and Administrator Password. Use a unique 
username and password. Do not use your Gettysburg username and password as your 
WordPress administrator credentials. 
 

 
 

6. Scroll down and enter a Website Title and a Website Tagline. You can change these entries once 
the website has been created. 
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7. Scroll down and click the Install button. 

 
 

8. The installation process will begin. 

 
 

9. Once completed, you will see the new WordPress site in your list of Sites at Gettysburg 
applications. Click the link ending with wp-admin/ to begin editing your WordPress site. 

 
 

10. The WordPress site Administration Page opens. 
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Checking for Updates 
1. Choose Dashboard > Updates. 

 
 

2. If necessary update WordPress and/or any Plugins and Themes. 

 

Accessing the WordPress Site Administration Page 
Once you have set up your Sites at Gettysburg account and installed WordPress, you can access the 
WordPress Administration Page in two ways. 

1. Via Sites at Gettysburg 
a) Log into your Sites at Gettysburg account. 
b) Scroll down to the Applications section and click the My Apps icon. 
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c) Find your WordPress site in your list of applications and click the link ending with wp-
admin/ to begin open the WordPress administration page. 

2. Via the Direct WordPress Admin Link 
a) Enter the URL of your WordPress site. 
b) Add “/wp-admin” (minus the quotes) to the end of the URL and press the Enter or 

Return keys on the keyboard.  
(Using the example from a previous section, the address would be 
jsmith.sites.gettysburg.edu/english101/wp-admin) 

c) Enter the WordPress administrator username and password created when you installed 
WordPress. (This is not the same as your Gettysburg username and password) 

WordPress Site Administration Page Basics 
1. You can access most of the site’s administration features via the Main Navigation bar. 

 
 

2. The Dashboard link provides shortcuts to various statistics about the site, including number of 
posts, comments, and potential security issues. 
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3. To customize which blocks appear in the center Dashboard pane, click the Screen Options 
button. 

 
 

4. Check or uncheck the options you wish to appear. 

 

Previewing Your Website from the Administration Page 
1. Click the name of your site in the upper left corner of the Administration Page. 

 
 

2. Choose Visit Site from the drop-down menu. 
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3. Choose Dashboard from the drop-down menu to return to the Dashboard. 

 

Commonly Used Settings to Consider 
WordPress has a variety of settings that you can change.  The following section covers some commonly 
adjusted settings. 

Use Page or Posts as Site Homepage 
1. Choose Settings > Reading. 
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2. If you want your site Home page to be a static page rather than a page of blog posts, choose 
the Static page option and select the page you wish to use from the drop-down menu. 

 
 

3. Click the Save Changes button. 

Setting Permalinks 
1. You can change the method WordPress uses to create page and post web addresses. Choose 

Settings > Permalinks. 
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2. Select Post name to ensure that the address of each page will contain your page name 
rather than a date or page number. (If your page and post names tend to be long and 
complicated, you could also choose Numeric or Plain.) 

 
 

3. Click the Save Changes button. 

Controlling Comments 
1. Choose Settings > Discussion. 
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2. Consider whether or not you want people to make comments and whether they need to be 
registered or can they just submit their name and email. 

 
 

3. Do you want all comments to be approved manually or only those individuals posting for the 
first time? 

 
 

4. Click the Save Changes button. 

Adding or Deleting Site Pages 
Pages display the content of your website.  They usually contain material that doesn’t change 
frequently, for example the Home, Contact, and About pages. For content that is updated on a daily 
basis, consider using the Post option, which usually displays entries on one page arranged by date. 
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1. Click Pages > All Pages from the Main Navigation bar. 

 
 

2. New WordPress sites often come with one or more sample pages.  You can either edit these 
pages or delete them and start from scratch. (Note: if you want to include a Privacy Policy page, 
take a look at the sample Privacy Policy page and consider editing it rather than starting from 
scratch.) 

3. To delete a page, hover over the page title to reveal the edit buttons and click the Trash option. 
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4. To edit a page, hover over the page title to reveal the edit buttons and click the Edit option. 

 
 

5. Select any existing text you wish to change and enter the new text. Click the Update button to 
save and publish your changes. 

 
 

6. Click the View Pages button to return to the list of site pages. 
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7. To add a new page, click the Add New button. 

 
 

8. Enter a title for the page in the Add title field. 

 
 

9. To save the changes made to a new page, click either the Save draft or Publish buttons. (Clicking 
the Publish button will make the page visible to your audience.) 

 



 20 Return to Table of Contents 

Adding or Deleting Posts 
Unlike Pages, Posts contain content that is updated on a frequent, sometimes daily basis. The material is 
organized by date and is displayed either on a specific Posts Page or in widgets positioned along the 
sides of site Pages. 

1. Click Posts > All Posts from the Dashboard menu bar. 

 
 

2. New WordPress sites often come with one or more sample posts.  You can either edit these 
posts or delete them and start from scratch.  

3. To delete a post, hover over the post title to reveal the edit buttons and click the Trash option. 
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4. To edit a post, hover over the post title to reveal the edit buttons and click the Edit option. 

 
 

5. Select any existing text you wish to change and enter the new text. Click the Update button to 
save and publish your changes. 

 
 

6. Click the View Posts button to return to the list of site posts. 

 
 



 22 Return to Table of Contents 

7. To add a new post, click the Add New button. 

 
 

8. Enter a title for the page in the Add title field. 

 
 

9. To save the changes made to a new post, click either the Save draft or Publish button. (Clicking 
the Publish button will make the post visible to your audience.) 
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Post Settings 
1. Open and close the post settings panel by clicking the Settings button. 

 
 

2. Select the Post tab. 

 
 

3. Clicking the Publish setting allows you to choose a time to reveal the post on the site. 
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4. Add Categories or Tags to organize your posts by subjects on your website. 

 
5. Enable or disable comments under the Discussion heading. 

 

Using Content Blocks on Pages or Posts 
What are Blocks? 
WordPress organizes your website content (i.e. text, images, video, headings, etc.) into 
containers called “blocks.” Blocks allow you to: 

• Group content 
• Move content 
• Style and format content 
• Reuse content or layouts across pages or posts in a site 
• Update reusable content and have those changes implemented across any pages or 

posts where the reusable block appears 

By default each individual piece of content that you add to a page or post resides in its own 
individual block.  You can, however, group blocks and then move and style the group.  You can 
also convert groups into reusable blocks that you can easily add to additional pages and posts. 



 25 Return to Table of Contents 

Adding Blocks 
1. To add a content block to a page or post, click the Add Block button. 

 
 

2. Select a block type. You can choose from the various block types, including Paragraph, 
Heading, Image, Video, Columns, and many more. (See this link for a complete list of all of 
the WordPress blocks: https://wordpress.com/support/wordpress-editor/blocks/ ) 

 
 

https://wordpress.com/support/wordpress-editor/blocks/
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3. To enter text, select the Paragraph option and begin typing. Press the Enter key on the 
keyboard to move to the next block. If you wish to create a new line of text within the 
Paragraph block press shift/Enter on the keyboard. To edit the text in an existing Paragraph 
block, simply click anywhere inside the text. 

 
 

4. To add an image, click the Add block button and select the Image block. 
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5. Click the Upload button. 

 
 

6. Select and image on your computer and click the Open button. 

 
 

7. To remove a block, click anywhere inside of the block to select it. Click the Options button 
(three dots) and choose Remove block from the drop-down menu. 
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8. To save the changes made to a page, click either the Save draft or Publish button. (Clicking 
the Publish button will make the page visible to your audience.) 

 

Moving Blocks 
1. To move a block, click the List View button to see a list of all of the blocks on a page or 

post. 

 
 

2. Drag the block you wish to move up or down in the list to change its position on the 
page or post. 

 

Grouping Blocks 
Grouping blocks allows you to share common design settings and move items together. For 
example, you could group several items and change the background color for the group: 
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1. Click the List View button to see a list of all of the blocks on a page or post. 

 
2. Hold down the Shift key and select the blocks you wish to group on the page. 

 
 

3. Click the Options button (three dots) and select Group. 
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4. Click the List View button to see and to select the Group. 

 
 

5. To change the background color of the group, click the Block tab of the selected group. 
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6. Click the Color option and select a Background color. 

 
 

7. Click the Update button. 

 

Creating a Reusable Block 
If you need to have identical content on multiple pages or posts, you can convert a block or 
group into a reusable block.  Reusable blocks appear as an option when adding new blocks 
anywhere on your site. When you make a change in a reusable block, the change will occur in all 
instances of the reusable block on your site.  
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1. Click the List View button to see the blocks on the page. 

 
 

2. Select the block or group that you wish to convert to a reusable block. 
3. Click the Option button (three dots) and choose Add to Reusable blocks. 

 
 

4. Name the block and click the Save button. 
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5. Click the Update button. 

 
 

6. To use the reusable block on another page, open the page and click the Toggle Block 
Inserter button. 

 
 

7. Click the Reusable tab. 
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8. Select the reusable block you wish to add. 

 
 

9. Click the Update button. 

 
 

10. To edit a reusable block, click the Manage Reusable blocks link. 
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11. Click the Edit button for the block you wish to edit. 

 
 

12. Make your changes and click the Update button. Changes will appear across all 
instances of the reusable block on the site. 

Using Block Patterns 
In an effort to simplify page and post design, WordPress has added patterns, which are 
predefined block groups that you can customize with your own content.   

1. To use a pattern, click the Toggle Block Inserter button. 

 
 

2. Choose the Patterns tab. 

 
 



 36 Return to Table of Contents 

3. Select a Pattern Category from the drop-down menu. 

 
 

4. Select a pattern to add it to a page or post. 
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5. Once inserted on a page or post, click on any element in the pattern to replace the 
pattern images and text with your own content. 

Adding Menus to the Site 
1. Click Appearance > Menus from the Dashboard menu bar. 

 
 

2. Enter a Menu Name, choose a Display location, and click the Create Menu button. 
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3. In the Pages pane, click the View All tab, select the pages you wish to include in the menu, and 
click the Add to Menu button. 

 
 

4. Drag menu items up or down to change the order in the menu. 

 
 

5. Click the Save Menu button. 

 
 



 39 Return to Table of Contents 

6. The menu will appear on your site. 

 

Setting Site Themes 
A WordPress theme controls the overall appearance and layout of your site. It can include specifics 
about the site’s typography, the color scheme, the location of widgets, and placement of sidebars. Many 
themes are fairly general, allowing for a lot of layout customization via WordPress blocks. Some themes, 
however, do offer added templates that provide very specific layouts for certain types of pages, such as 
Home, Contact, About, or Gallery pages. There are many free and commercial themes available for 
WordPress. 

Upon installing WordPress, your site will have a default theme, usually named after the year of the 
installation. You can change your theme and install new themes via the WordPress dashboard.  
Changing a theme normally affects only the appearance of your site not the content.  If, however, the 
theme you are using contains a widget, content block, or template not available in the new theme, you 
may lose those parts of your site after changing the theme.  If you have a large, complicated WordPress 
site, it’s always best to back up your current site before changing your theme. 

1. To change your theme, click Appearance > Themes from the Dashboard menu bar. 
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2. WordPress usually comes with several pre-installed themes, named by the year they were 
released. The current theme displays an Active banner. 

 
 

3. To add a new theme, click the Add New button. 
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4. Search through the various themes. To view details about a theme, click the Preview button. 

 
 

5. Click the Install button to install the theme on your WordPress site. 
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6. Click the Activate button to use the theme on your site. 

 
 

7. Some themes will recommend that you install plugins to access certain features.   

 

Using Plugins 
Third-party plugins add features and functionality to a WordPress site. Examples of plugin types include 
anti-spam functions, contact forms, e-commerce functionality and search engine optimization features. 
There are thousands of free and commercial plugins available that allow you to transform a simple 
WordPress theme into a personalized site that resembles custom-built websites written by 
programmers. Like WordPress itself, plugins will require updates.  Updates to WordPress can often 
break third-party plugins, so choose your plugins carefully and stick to plugins that have a solid history of 
new releases and security updates. 
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1. To view the installed plugins for your site, choose Plugins > Installed Plugins from the 
Dashboard. 

 
 

2. You can Activate or Deactivate plugins from the list as well as install more plugins using the Add 
New button. 

 

Using Widgets 
Widgets are ready-made blocks of content that add functionality to your website and appear in defined 
areas of the site, such as the header, footer, or sidebars. Examples of widgets are search bars, calendars, 
recent post lists, menus, and ads. Themes determine where widgets can appear on your site and some 
themes may include specific widgets. You can also download plugins that will install additional widgets. 
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1. To add or remove widgets from your site, choose Appearance > Widgets from the Dashboard. 

 
2. Widgets that currently appear on your pages will appear in the Widgets window
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3. Add new widgets by clicking the Add block button and scrolling down to the Widgets section. 

 
 

4. Widget location on the site is determined by the theme.  

Further WordPress Resources 
• Administration Screens 

https://wordpress.org/support/article/administration-screens/  
• Working with WordPress Pages 

https://wordpress.org/support/article/pages/  
• List and Descriptions of Various Block Types 

https://wordpress.org/support/article/blocks/  
• Using Themes 

https://wordpress.org/support/article/using-themes/  
• Managing Plugins 

https://wordpress.org/support/article/managing-plugins/  
• WordPress Widgets 

https://wordpress.org/support/article/wordpress-widgets/  
• Block Patterns 

https://wordpress.org/support/article/block-pattern/  
• Media Library 

https://wordpress.org/support/article/media-library-screen/  
 

 

https://wordpress.org/support/article/administration-screens/
https://wordpress.org/support/article/pages/
https://wordpress.org/support/article/blocks/
https://wordpress.org/support/article/using-themes/
https://wordpress.org/support/article/managing-plugins/
https://wordpress.org/support/article/wordpress-widgets/
https://wordpress.org/support/article/block-pattern/
https://wordpress.org/support/article/media-library-screen/
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