
It is very important to keep all WordPress program files updated in WordPress each 
time updates are available.  If you do not keep your program files current, unauthorized 
users can get in to your website and damage can result.  We have seen this in our 
libraries. 
 
Please update all parts of WordPress each time an update is needed in any or 
all areas: 

1. WORDPRESS files  
2. WordPress PLUG INS files 
3. WordPress THEME files 
 
But also check COMMENTS AND USERS 

 
In the Plug ins and Themes, are items that you may or may NOT be using.  If you are 
not using a Plug in or Theme, please delete them.  This will save you time and effort in 
updating.  If you want the item(s) back at a later date, it is easy to reinstall. If you are 
not sure how to delete a Plug in, please contact me at lclark@nckls.org, for assistance.   
 
How to Update all of WordPress: 
 
To get into WordPress: 

1. Go to the address line of your browser and type  
xxxxxxx.mykansaslibrary.org/wp-admin  Substitute xxxxxxx with your proper 
name or library identifier.  This is nothing new for you, it is what you already use. 

2. Press Enter 
3. Type in your username and tab and type your password 
4. Press Enter. You will come to the Dashboard. 

 
At the Dashboard navigation screen, orange colored circles may display. These are the  
updates at any given time, for each module of Word Press. (Including Comments, which 
do not require updates.)  Please do all updates until the orange colored circles disappear. 
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WORDPRESS 
 
How to Update WordPress files: 

1. In the Dashboard, Click on Updates 
2. Click Update Now. It will tell you what version you have and the 

new version that is available. 
3. It will update and prompt you what to do next.  This takes very little time.   
4. You may be prompted to Update Word Press Database.  If so, click that 

button. 
5. Click Continue if prompted. Now you are ready to update Plug ins and 

Themes. 
 
 
PLUG INS 
 
How to Update Plug ins: (there are other ways to do this also) 

1. In the Dashboard, Click on Updates 
2. Click in the box to the left of select all under Update Plug ins button 
3. Click Update Plugins button 

 
 
THEMES 
 
How to Update Themes: (there are other ways to do this also) 

1. In the Dashboard, Click on Updates 
2. Click in the box to the left of select all under Update Themes button 
3. Click Update Themes button 

 
 
COMMENTS 
 
What to do about Comments?  Check your Comments to make sure they are valid.  
Delete them when you are done.  Delete any that look suspicious in nature.   
 
To delete Comments: 

1. Click on Comments in the navigation window 
2. Click to put a check mark beside the Comment to delete 
3. Options appear below the Comment.  Click on the trash option. 

 
If you have several Comments to delete, you can delete several at one time:  

1. Click in the box to the left of each Comment, putting a check beside each one 
(one at a time) 

2. Click on the down arrow to the right of Bulk Actions button 
3. Select Move To Trash 
4. Click the Apply button 

 
 
 



USERS 
This step is very important, also, as you do not want anyone to have Administrative 
permissions that you do not know, or did not assign. 
 
How many Administrative Users should I have in WordPress? 
 You should have three users for sure.  If you have more than that, you have 

(a) Created them yourself 
(b) Someone unauthorized has created one or more 

 
 
The three Users you SHOULD have are:  

1. You-Librarian 
2. Me-NCKLS 
3. NEKLS 

 

 
 
If there are more than three users, and you did not create them, DELETE them.   
 
Delete Users in WordPress: 

1. Mouse over the User 
2. Click Delete when it appears 
3. This can be done for each user needing deleted, or you can do a bulk delete as 

described in the section called “If you have several Comments to delete, you can 
delete several at one time.” 


