Documentation Plan: Goals and Tasks

Audience Analysis

The WordPress User Guide is being created with the persona Stephanie Lewinski in
mind--- a business entrepreneur. She is responsible for running her coffee shop and
increasing the number of customers who come to her shop. She has no prior knowledge
for creating websites and is essentially a beginner. She is interested in learning to set
up a basic website on WordPress to promote her coffee shop successfully. She may be
required to teach other employees how to maintain her website once it goes live.

Product Overview

WordPress is a free and open-source content management system, also known as
CMS. It is ideal for people just starting out with HTML, who have little to no previous
knowledge in creating websites.

Key Concept

WordPress is grouped into two websites WordPress.com and WordPress.org for the
purposes of this user guide we will be addressing WordPress.com strictly. The major
difference between the two is that WordPress.org is free and allows you to download
onto your own webserver, while WordPress.com takes care of all the hosting for you.
WordPress.com has a different layout in their menu from WordPress.org.
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Goals and Major Tasks:
e Increase customers coming to the coffee shop with the added presence of a
website
e Have the knowledge to create a website
e Postrelevant copy to the website about the coffee shop
e Create posts and images for the website about the coffee shop
e Manage her coffee shop sales
e Create copy through flyers, coupons, email to promote the coffee shop
e Advertise and appropriately promote the coffee shop through social media

Frustrations:

¢ Needs to maintain a steady increase of customers to her shop, but is unsure how
to create a website to accomplish this
e Is reliant on others to create websites to promote the coffee shop

Terminology
Posts: Located on the menu this is the tab, that allows you to create copy for your
website.

Media: The button you click to upload images that allows you to upload files, stock
photos or images from your media library.

Tags: The section that allows you to organize and categorize your posts.

Featured Image: The section that allows you to upload an image that can be featured
on your post or the website homepage.

Save Draft: The button that allows you to save the post when you do not want it to go
live on the website.

Preview: The button that allows you to preview what the post will look like on the
website.

Publish: The button that allows you to publish the content and make it go live on the
website.
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Conceptual paragraph about what WordPress is and what the differences are between
WordPress.com and WordPress.org.
ii. Key Concepts and Terms
Key concepts: Posts, Media, Tags, Featured Image, Save Draft, Preview, Publish
iil. Navigating WordPress.com

1. Creating Posts (conceptual)
To start using WordPress to populate your website with content you need to create
posts. The posts are the gateway to the other aspects of WordPress. This section will
discuss how to:
1.1 Access the posts tab (task)
1.2 Input your copy into your posts (task)
1.3 Preview your posts (task)

2. Adding Media (conceptual)
Adding any other content, aside from text is important if you want to create both an
engaging and interactive website. This section will discuss how to:
2.1 Click on the media tab (task)
2.2 Add new media (task)
2.3 (In post) add new media (task)
2.4 Upload files, stock photos (task)
2.5 Insert image into post (task)

3. Adding Tags (conceptual)
After you have populated your posts with content and added media, you may want to
add tags to categorize and organize your posts. This section will discuss how to:
3.1 Write tags by categorizing the name (task)
3.2 Click add (task)

4. Adding Featured Image (conceptual)
After you have populated your posts with content, you may want to add a featured
image. This is different from the adding media section because a featured image will
show up on the top of a page. This section will discuss how to:
4.1 Click set featured image (task)
4.2 Upload files, stock photos (task)
4.3 Set featured image (task)

5. Publishing Content (conceptual)
After you have finished writing your content on your posts and populating them with
media, tags and featured images it is important that you either save the draft of the
content you are working on or publish your content. This section will discuss how to:
5.1 Save your posts, as drafts (task)
5.2 Click the publish button (task)



