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1 Getting Started with WordPress Administration
1.1 Accessing the WordPress Dashboard
URL Admin:
Nguoi ban duong: https://ziplus.vietsora.com/nguoi-ban-duong/wp-admin/

Road ready: https://ziplus.vietsora.com/road-ready/wp-admin/

Login

W

Username or Email Address

[ ]4— 1. Username

Password

« €= 2. Password

—) Remember Me *— 3. Click login

Lost your password?

€ Go to Ziplus

By | English (United States) v || Change | ofm=— Option: Choose language of admin
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1 Getting Started with WordPress Administration

1.2 Understanding the Dashboard Layout

Site kit: Config Google Analytic

Flatsome: Config Template & Ul of Front End
Posts: Articles management

Portfolio: Pofolio pages management

Media: Uplaod image, file,... and files management
Portfolio: Pofolio pages management

Pages: Pages management (Home, Article list,...)
Comments: Comment management in Detail Article.
UX Block: Config Element & Ul of Front End
wpDiscuz: Plugin comment in Post

Contact Submissions: Contacts in Contact page
Appearance: Theme, Design, Widgets,...

Plugins: Plugins of Wordpress

Users: Users management and permission

Tools: other tools support export, import,...
Settings: Configuration system

Private: Cookie Notice & Compliance plugin
Yoast SEO: SEO Plugin

Prevent XSS Vulnerability: Plugin Security
Languages: Multi language plugin

Post SMTP: Send mail plguin
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2. Content Management and Publishing
2.1 Understanding Posts versus Pages

Posts: Regularly updated Article Detail entries displayed in chronological order.
For example:
Article detail: https://ziplus.vietsora.com/road-ready/velkommen-til-bloggen-min/

2 B 13 4 New Viewrosss [l @

ouv LICENSE omv
chiie @ R @
‘. }/w%:;“ :‘.

Pages: Static content like "About" or "Contact" pages that don’t change often and aren’t time-based.
For example:

Contact page: https://ziplus.vietsora.com/road-ready/contact/

About use: https://ziplus.vietsora.com/road-ready/about-us/

Zpus Fiosore ©2 P13 4 New () @ Dy Shawal lnguages O Autoptimize

dd Page
AN (1) | Mine (7) | Published [11] | Trash {47) | Cornerstone content {0
Bulk actions v Apgl Alldstes | ANSEQScores v | All Readability Scares
e

MISSION  VISION VALUES

Our Values
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2. Content Management and Publishing
2.2 Add New Post:

Go to Posts > Add New, enter your title and content using the Block Editor. Add images, headers, etc.

Thing quan bec 14 e 8 18 bang B2 1. -Past K

' T6m tit (Excerpt):
BAi viét nay huting dlin nguisi nuc ngoai cach chudn bi va diing Ky ki thi ey biing 14 xe & Nhat Ban, bao
«gdm quy trinh, tai &y can thigt va meo &n thi higu qué.

£ N9 dung baividt:

Gidi thigu

Viéic Hy bling I4i xe tai Nhat o6 thé 13 mét thich thie a6 vai ngui nusc ngosi do rio e3n ngdn nair v su
khdc biet vé quy tinh, Tuy nhién, vdi sy chudn bi k§ IuBng, ban hoan toan co thé wigt qua ky thi mdt
céch thusn ki, oy

1. Céc loai béng I3 tai Nhat

WRAN (3250AE &) - Bing i xe phé thing

ZREF (EDAHAE 2) - Blng i xe mdy

RN (T < &AL &) - Bing 16 quic 18 (néu 061t e ngodi sang)

- g Publshed e o o % EVe Vifin dlien b

Post management
Post Settings:

Assign Categories and Tags, set a Featured Image, and write an Excerpt. Schedule or publish immediately.

Edit/Delete Posts:
Navigate to Posts > All Posts, hover over a post title to Edit, Quick Edit, or Trash.

Organize Content:
Use Categories for broad topics, Tags for specific keywords.

Detail in https://www.fastcomet.com/tutorials/wordpress/managing-posts
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2. Content Management and Publishing
2.3 Managing Categories and Tags

Categories
Go to Posts > Categories, enter name and click Add New Category.

Detail in https://www.fastcomet.com/tutorials/wordpress/managing-categories

Categories

g Catogery Buk sctons v

Fareet Cateaory

2 e e 8 @

Tags
Go to Posts > Tags, enter name and click Add New Tag.
Detail in https://www.fastcomet.com/tutorials/wordpress/managing-tags
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2. Content Management and Publishing
2.4 Ensure SEO optimized content
Yoast SEO: https://www.fastcomet.com/tutorials/wordpress/yoast-seo

e o EE o - g g o }n T B
[ « 1. Click SEQ ~Touseo x
sosipia s ©
, N £ maunsce s .
Téng quan hoc 18 xe 6 td hang B2tifA-Z (test) et ryiprgiein Téng quan hoc lai xe 616 hang B2 tif A-Z  (test) p——
T
s et st e
0 Tom tit [Excerpt): 1 Tém 3¢ (Excorpt]: st e s
ivi i i dnbi i i i g i ity in, bso o b P
pangmre ity g
‘om quy bink, t3i §u cn thidt v mea n thi hifu qua. 1.Il1pl.lt image _.* b quy trin, 11 6 e thigh vl mee &n thi higu qud. ™
e
2N g b vide: 255 cung b vidt:
it Gikthigu +
Vi by bling Ldi xe tai Nhdt thilc a6 v&i Wy 5 6 thé I mdt théch
54 ke bilt vé quy trinh, Tuy nhién, dn bi b =y khibe bidt vi quy trinh, Tuy nhin, vl dnti  ban cqua by thi mit Trach 866 sertznmanse al
céch thujn I wich thudn I
I ek ois &
- s bl " 1. Cdc o bl iR 2. Click open seo modal J— a
WERH (193948 2) -Bing 1§l x phé théng Prassin G WESF (5238A2 5] ~Blnglsi xe phd théng — -
¢ A—
MR (i00A®AE ) ~Bing il méy e ZREF (CDABAE £) - Bingldine miy . .

BRI (2 21mA &) - Bing i qude té 106y i 1 e ngod ssngl
2B ki ding ki

318 tudi 8 6 (A8 81 blng phé thang)

Cogify oyl hoa phip i Nhit

b i e i, Thi

) Search appearance

[
® Mobderesut ) Drsking st

e —

=

[ r———

[rpr———"
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2. Content Management and Publishing
2.5 Config Mail SMTP

Transport Settings

Canfigure the communicatiof with the mail server.

Outgeing Mail Server
Hastname

smtpgenail com

Outgoing Mail Server Port 587

Envelope-From Email

A i an an v, et e acsoust aner 10 the SMTE servr, Ay relabie sy, this dsmain must gy an S2E roced permiting
Socurity STARTTLS
Authentication Logh v

. Authentication
Post SMTP
Enter the account credentials.

Username tesadevigmal.com

Password | e

Save Changss

site Icon

ckmark Bars, and within the WordPress mobile sops. t should be square snd at least 512 by 512 pixels

WordPress Address (URL)

Site Address (URL)

ladministration Emal Address

in purpases. f you change this, an el wil be sent to your naw address to coni it The now address will not becoma active

Membership Amyane can register

New User Default Role Subscriber

Site Language Gy English {Urited Sttes)

Timezane utes? v

Choose eéther a city in the same

as yau or a UTC (Coordinated Universal Time] time offset.

Universs| time &5 2025-06-17 11:13:30
Local tmeis 2825-06-17 18:13:30
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3. User Management and Permissions
3.1 Understanding User Roles
« Administrator
Full control — can manage settings, themes, plugins, and

24 Editor
Can manage and publish all posts, including others’.

& Author
Can write, publish, and manage their own posts.

¢ Contributor
Can write posts but cannot publish them.

Subscriber i
Can only manage their profile and receive updates. P

users.

Username (required)

Email (required)
First Name
Last Namo
Website
Language Gy

Password

Send User Notification

10/22
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3. User Management and Permissions
3.2 Managing User Accounts

<+ Add a New User
Go to Users > Add New, fill in username, email, and role — click Add New User.

Edit a User
Go to Users > All Users, click on a name — update info like password, role, or profile details.

X Delete a User
Go to Users > All Users, hover over a user — click Delete, choose whether to assign or delete their content.

2 Tips
Use strong passwords.
Assign roles carefully: give only the permissions needed.
Limit Administrator access to trusted users only.

Bulk actions v || App Change role to v || change items

B Sertings
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4. Plugin Management and Functionality
4.1 Installing and Managing Plugins

-+ Install a Plugin
Go to Plugins > Add New, search for a plugin — click Install Now — then Activate.

T @& Zilus < Flatsome W 13 4 Hew @@ O Showelllanguages O Avtaptimize

Plugins | ssari

Manage Installed Plugins b e
Go to Plugins > Installed Plugins ' prrere
Activate/Deactivate plugins as needed

Delete unused or unnecessary plugins »«
Update plugins regularly for security - e

Version 1153.0 | By G

ich ComMEnt 3y3tem 10 SUREFERAIGE YoUF WeBSS ComMEnt ection.

4.2 Plugin Security and Best Practices
Use trusted plugins only (from WordPress.org or reputable developers).
Keep plugins updated to fix security vulnerabilities.
[1 Remove inactive plugins — don't just deactivate, delete them.
Q Limit the number of plugins — fewer plugins = fewer risks.
® M Check reviews, ratings, and last updated date before installing.
@ Use security plugins like Wordfence or Sucuri for added protection.
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5. Theme Management and Ul Customization
5.1 Understanding WordPress Themes
Go to Appearance > Themes, click Add New, browse or upload — click Activate.
Go to Appearance > Customize
Edit site title, logo, colors, fonts, layout
Preview changes in real-time
Save when done

N @& Zpus OFlatsome O3 B 18 4 New Fd @ Ciy Showall languages Autoptimize
@ Dashboard Themes o Add Theme
G sitekit
Search installed themes
& Flatsome

A Posts

Q7 Media

B Pages

Submissions Active: Flatsome Child Customize Flatsome Twenty Seventeen Twenty Twenty-Five

¥ Comments @& Flatsome
o hild Theme

= UX Blocks

wpDiscuz

&4 Contact

Hll & Appearance
Hl hemes

desig

e Edit
& Plugins @

& Users
Add Theme

# Tools

= Twenty Twenty-Four
[ Settings

Privacy

WA Yoast SEO @
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5. Theme Management and Ul Customization
5.2 Customizing Your Site's Appearance
Navigate to Appearance > Customize to open the WordPress Customizer.
You Can Edit:
Site Identity: Logo, Site Title, Tagline, Favicon
Colors & Fonts: Adjust global styles
Homepage Settings: Choose static page or latest posts
Menus & Widgets: Add navigation and sidebar elements
Additional CSS: Add custom styles if needed
Tips
Always preview changes before publishing
Keep design clean and mobile-friendly
Backup the source code first and consult the developer to avoid layout and Ul display issues.

Articlelist  Aboutus Contact EN

ROAD READY

Themes @

Your One Stop Shop to
Japanese Driver’s Licenses
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5. Theme Management and Ul Customization
5.3 Customizing Your Site's Appearance with UX Builder

Hover and click "Edit with UX Builder"

] ziplus.vietsora.com:

2 9 4

ROAD READY

O O omw See More

0 Ziplus 050t

@ 2o WU Chuyén DSi Gidy Phép Nudc Ngod
Hudng D3n Toan Dién

In cifa hang tién 1i dé dang! Phat hanh dich vu in dn tai clfa hang tién |di
gitip dé dang ¢d dudc ban dich tiéng Nhit can thiét dé chuyén sang mién--

fang sif dung dich vu in mang duc cung cép bl

Ot O3 ®us See More > Od Do @n See More

ROAD READY me Aboutes Contact EN

on 3% @ S n-
. @ o =
@ ! Quy dinh gidy phép i xe 6t 2025: ]
Hang Bthay thé B vd 82

1. Select item to edit

ROAD READY

BlogCateperies O Tonwl  ©

© Diving Schost

i Trending
(]

Lo bk b c du Blg i e tai
Hhit Bin

2. Click "Apply" to review
3. Click "Update" to save

@
iy dinh gidy phép i ve & th 2025:
Hang B thay th 81 va 82

3. Click "Apply" to review
4. Click "Update" to save
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6. Updates and Maintenance

6.1 WordPress Core Updates
Create backup before update!!!
Keep WordPress core, themes, and plugins updated to ensure security and compatibility.
Enable auto-updates for minor versions, but test before major updates.

@ Zipus & Flatsome &3 B 18 4 New [ @ Giy Show all languages Autoptimize Howdy, Ziplus

@ Dashboard WordPress Updates

Home

w Updates may take several minutes to complete. If there is no feedback after 5 minutes, or if there are errors please refer to the Help section above.
[l Updates 3 =

o
L

G siteKit
&> Flatsome Current version: 6.8.1

Last checked on June 8, 2025 at 9:34 am GMT+0700. Check again.
A Posts

[This site is automatically kept up to date with each new version of WordPress.
@ Portfolio N

Switch to automatic updates for maintenance and security releases only.
07 Media
B Pages
¥ Comments {8 You have the latest version of WordPress.
#2 UX Blocks Re-install version 6.8.1-vi | | Hide this update
% wpDiscuz
53 Contact

Submissions A

Plugins (2)
2 Appearance The following plugins have new versions available. Check the ones you want to update and then click “Update Plugins".
& Plugins @ Update Plugins
e Users

Select All

# Tools

Akismet Anti-spam: Spam Protection
[ Settings

You have version 5.3.6 installed. Update to 5.4. View version 5.4 details

Ci with 6.8.1: 100% (a ding to its author)

Privacy
Site Kit by Google

§4 Yoast SEO @
You have version 1.153.0 installed. Update to 1.154.0. View version 1.15

Ga

% Prevent XSS Comp: with WordPress 6.8.1: 100% (; g to its author)
Vulnerability
Select All
Gy Languages
4 Post SMTP Update Plugins
(]

Detall in https://www.fastcomet.com/tutorials/wordpress/updating-wordpress
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6. Updates and Maintenance
6.2 Site Health and Performance Monitoring

@ Ziplus {Flatsome B 19 4 New {4 @ Show all languages © Autoptimize

G siteKit Site Health
& Flatsome
Should be improved
A Posts
Status
97 Media —_—
B Pages

Site Health Status
¥ Comments @

[rhe site health check shows information about your WordPress configuration and items that may need your attention.

UX Blocks

wpDiscuz
1 critical issue

&3 Contact
Submissions

Please ignore it s

2 Appearance

Critical issues are items that may have a high impact on your sites performance or security, and resolving these issues should be

, Flatsome was unable to receive the latest update Security v
& Plugins
& Users
& Tools 5 recommended improvements
Available Tools Recommended items are considered beneficial to your site, although not as important to prioritize as a critical issue, they may
oon include improvements to things such as; Performance, user experience, and more.
rE B
u You should remove inactive themes Security v/
Ll site Health 1 "
[} hal Déta | TR
TSN SN LY One or more recommended modules are missing Performance v/
E Personal Data
You should use a persistent object cache Performance v/
B Settings
Your site does not have Cookie Compliance Cookie Notice ~ \/
Privacy
§4 Yoast SEO @ Page cache is not detected but the server response time is OK Performance v/

% Prevent XSS
Vulnerability

L

&4 Post SMTP

(J

17/22
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6. Updates and Maintenance
6.3 Monitor Access with Google Analytic
Connect your site with Google Analytics using plugins like Site Kit by Google.
Track user behavior, traffic sources, and engagement to improve UX and content strategy.

Set up Site Kit

Getinsights on how people find your site, as well & how to improve and monetize yaur site's content,directly in your WiordPress dashboard

Misat pogutse
“

Connect Google Analytics as part of your setup. Activate Google Driaus v

fromsaare " e
Analytics to track how much traffic you're getting and how people
navigate your site
-

G Site Kit VLo O () ez

Q

iy Traftic Gontent G Speed A~ Monetization

Search traffic over the last 28 days

Total Impressions Total Clicks See how many people visit yous site

Unigue visitors

Conversions
from Search and track how you're from Saarch compisted
3 5 K 4 6 achiaving your goals.
a0, saz nal
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7. Backup and Restore Procedures
7.1 Implementing Backup Strategies
1. Backup Source Code (Files):
Use FTP (Filezilla) or SSH:
Zip -r backup-site.zip /path/to/wordpress/
Or use File Manager in hosting panel (e.g. cPanel — compress public_html folder).

2. Backup Database:
Via phpMyAdmin: Export — Select database — Click “Export” — Format: SQL — Go.
Or via terminal:
mysgldump -u username -p database name > backup.sql

Schedule backups with cron (optional):
Create a cron job to zip files and dump the database automatically.

Detail in https://www.fastcomet.com/tutorials/wordpress/backing-up-wordpress

7.2 Restoration Procedures
1. Restore Files:
Upload your zipped backup and extract it to the server’s web root (/var/www/html or /public_html).
2. Restore Database:
Create a new database in hosting — Import .sql file using phpMyAdmin or command line:
mysql -u username -p new_database < backup.sql
3. Update wp-config.php
Match new DB name, user, password:
define('DB_NAME', 'new_database’);
define('DB_USER', 'db_user’);
define('DB_PASSWORD', 'db_pass');
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8. Troubleshooting Common Issues
8.1 Identifying and Resolving Plugin Conflicts
Symptoms: White screen, broken layout, unexpected errors.
Steps:
1. Deactivate all plugins.
2. Reactivate one by one to find the conflicting one.
3. Replace or report issue to developer.

8.2 Database and Performance Issues
Slow Site: Optimize database via phpMyAdmin (use OPTIMIZE TABLE) or tools like WP-CLI:
wp db optimize

Check error logs in hosting or /wp-content/debug.log if WP_DEBUG is enabled.
High CPU/MySQL usage: Identify heavy queries, disable unused plugins, use caching (even at server level like Redis/Varnish).

Always perform backups before troubleshooting.

Detall in https://www.fastcomet.com/tutorials/wordpress/managing-posts
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9. Contact Form Submission management

This is a custom-built WordPress plugin designed to handle contact form submissions efficiently.
It captures data submitted through the contact form, stores it securely in the database, and sends automatic email notifications.

Submission Storage: All form submissions are saved in the WordPress database for easy viewing and backup.

Email Notifications:

Sends a confirmation email to the user after submission.

Sends the full submission details to the admin email for immediate review.
Anti-spam: Basic validation and spam protection can be integrated.
Lightweight & Fast: No dependency on third-party form plugins, optimized for performance

ROAD READY

Connect
@ Address Inquiry Content
FEEHEERRTIEE T V51 oty S AL LG Select an option
Company name
& Contact Number
050-1752-7445 (Press 2 for Vietnamese-speaking consultant)
Name
[ working Hours
Mon-Fri: 10:00-18:00
Sat, Sun & Holidays: $:00-16:00 Email address
§ Ziplus BTERIFE 8~ Ziplus Facebaok
Consultation Center for Residential Diving School Prograrms in Japan Telephane number
E Facebook Url
@ UNEQR
Account Name: RIF | w732 Messag
mE™

Home Articlelist Aboutus Confaci EN
Contact form
ziplus.vietsora.com
>2 B9 4 New Q@ O Showsllanguages O Autoptimize
Contact Submissions = s nes s
ee 10 the Trash. U
o) @
Bukactions v | | andates
T b any N
ng
=
.
.
1 Topic £ma Phone Company Nama
Buk
"™
Send Message
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10. Appendix
Site Structure and architecture
Core Folders:
Iwp-admin/ — WordPress dashboard files
/wp-content/ — Themes, plugins, uploads
/wp-includes/ — Core functions and libraries

Best Practice:
Never modify wp-core files.

All customizations go inside /wp-content/ (preferably in child themes or custom plugins).

Contact Dev Team
For technical issues or customization requests, please contact the development team:
Email:vietsora55@gmail.com / phuong@vietsora.com
Emergency Contact: +818037558569 - Mr. Phwong

Detall in https://www.fastcomet.com/tutorials/wordpress/managing-posts
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