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ABOUT THIS GUIDE

Use this guide to walk through installing a plugin in
WordPress. It covers the steps to install a plugin file from a
third party and those found in the plugin repository.

GET MORE GUIDES

Get more guides like this one to build
your digital experience.
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LOGIN TO WORDPRESS
Start by logging into WordPress and navigate to the plugins area.

WORDPRESS PLUGINS AREA

K¢ Plugins 9

Installed Plugins

Add New

CLICK THE ADD NEW BUTTON
Clicking the button will take you to where you can upload or search for a

plugin.

Plugins

All (31) | Active (25) | Inactive (6) | Recently Active (2) | Update Available (10) |

‘ Bulk actions v H Apply ‘

DECIDE IF THE PLUGIN NEEDS TO BE UPLOADED OR
SEARCHED FOR.

Searching for plugins can be a great way to use free or freemium plugins.
Plus, the plugins listed here are regulated by WordPress. The upload is

for plugins downloaded from a publisher or purchased from a place like
Envato. Or plugins you create yourself.

If you need to find a plugin in the repository, use option A. For a plugin
that needs to be uploaded, use option B.
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OPTION A PLUGIN FROM WORDPRESS REPOSITORY: SEARCH
With this option, start by searching for the plugin, then install and
activate it. Perform a search by keyword, author, or tag. You can find the
search bar in the upper right of the screen.

Keyword v | Search plugins...

.zip format by clicking the button at the top of this page.

OPTION A: INSTALL
After finding the plugin, click "Install" in the upper right corner of the
plugin's description card.

plugins that extend this screen. solution
By WordPress Contributors By Auto

(1,089) Last Updated: 1 week ago ©52)

5+ Million Active Installations v Compatible with your version of WordPress 5+ Million Active Installations

Jetpack — WP Security, Backup, Speed,
& Growth

Classi

Enables

tools Appeare

like backup and malware scan. Get essential free tools block ec
including stats, CDN and social sharing. By Word

mJEtPBCk Improve your WP security with powerful one-click tool

By Automattic
(1,822) Last Updated: 2 weeks ago 223)
5+ Million Active Installations ¥ Compatible with your version of WordPress 1+ Million Active Installations
S
ERegRYgy cutenbers R .

OPTION A: ACTIVATE

Once the plugin installs, the button will change to "Activate.” Click the
button to start up the plugin and be able to use it. As you can see,
WordPress can keep plugin files but not have them activated. Remember
that any plugin you want to work with must be installed and activated.

At this point, you can carry on working with the plugin. If you want
another way to install a plugin, then continue. If your plugin is installed
and activated, you can skip option B.
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5+ Million Active Installations ¥ Compatible with your version of WordPress

Jetpack — WP Security, Backup, Speed,
More Def

& Growth

@ Jetpack e your wp security with powerful one-click tools
like backup and malware scan. Get essential free tools
CDN

NSRS Gutenberg instal Now [ |

OPTION B UPLOAD A PLUGIN

Start by finding the file that needs to be uploaded. Not all plugins have
the same file structure when downloaded. Some plugins can be uploaded
to WordPress right away. Other plugins need to be found in the files and
then uploaded. But do not worry; you will know how to find the correct
files.

OPTION B FIND THE PLUGIN FILE

The first thing you need to do is find the plugin file. If the plugin file is
ready to go, it can be uploaded to WordPress. If the plugin is hidden
amongst other files, you will need to extract the files and find the plugin.

The downloaded file will likely be a zip file. First, find the zip file and see
if the contents can be uploaded or need to be extracted.

A plugin file ready to be uploaded will look like Image 1 or image 2. It will
usually have files that pertain more to a computer. These are files with
titles like templates, assets, CSS, js, index.php, lib, frameworks, and
includes. A plugin may or may not have all of these folders. The actual
files vary based on the plugin. But when navigating a plugin file, these
names can indicate that you found the plugin.
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css File folder Name Type

assets File folder

css40 File folder
framework File folder
framework File folder includes File folder
. - 1 File folder
images File folder anouages e lolee
templates File folder
Js File folder
[ gitignore GITIGNORE File
lib File folder D index.php PHP File
o D jet-engine.php PHP File
D legacy-core.php PHP File
[} READMEmMd MD File

OPTION B GETTING TO THE PLUGIN FILE

When you open a file with a plugin inside, it will likely look like Image 3.
In this file, they show the plugin with a file named "Plugin." As you can
see, the other plugin files discuss licensing and documentation,
something a person would be interested in.

o~

Mame Date modified Type
Documentation 11/18/2022 11:21 PM File folder
Inbuilt themes Import files 11/18/2022 11:21 PM File folder
Licensing 11/18/2022 11:21 PM File folder
Plugin 11/18/2022 11:21 PM File folder

= version 11/18/2022 11:21 PM Text Document
Image 3

OPTION B GETTING CLOSER TO THE PLUGIN

This plugin and its files do a great job of showing the next part of getting
to the plugin file. Inside the file labeled "Plugin” is the plugin itself. You
can see this in image 4. A big giveaway here is that this file is another zip
file. That is because all the plugin files are compressed to this zip file.
The zip file is also named after the plugin. Opening the zip file shows a
regular file with the same name as seen in image 5. Opening that file then
gets to the files in image 1. Plugins tend to have a zip file with the plugin
name and the first child folder having the same name as the zip file it
contains.
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« |egacy Admin Package 9.4 > Plugin

o~

Name Date modified Type
s legacy-admin 11/18/2022 11:21 PM Compressed (zipp...
Image 4

« |Legacy Admin Package 94 > Plugin > legacy-admin

A

Name Type

legacy-admin File folder

Image 5

OPTION B GET THE PLUGIN INTO WORDPRESS

Now you can take the plugin's zip file and upload it to WordPress. If you
were using the plugin above, the first "legacy-admin” zip file would be the
correct file to upload.

To get to the upload location, log in to WordPress, then go to "Plugins” ->
"Add New."

K¢ Plugins

Installed Plugins

Add New
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OPTION B START THE UPLOAD

At the top of the plugin screen, click "Upload Plugin” to start the plugin upload
process.

Add Plugins ‘ Upload Plugin

Featured  Popular  Recommended Favorites

OPTION B FIND THE FILE

This button opens a place to find and upload the plugin zip file. This is where
you navigate to the zip file and select it to be uploaded.

If you have a plugin in a .zip format, you may install or update it by uploading it here.

Choose File |No file chosen

@c X
™ « |egacy Admin Package 9.4 » Plugin ~ C 2 Search Plugin
Organize ~ New folder =- o @
~
> Pictures Name Date modified Type Size
> 5 Recordings - legacy-admin 11/18/2022 1121 PM  Compressed (zipp.. 2,54
> Teams Meeting |
> & Worksheets

v @ OneDrive - Person
> Attachments
> @l Desktop
> 5| Documents

> E Pictures

> I This PC

File name‘“legacy-admin V‘ Compressed (zipped) Folder

Open Cancel
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OPTION B INSTALL THE PLUGIN

Once the correct plugin has been selected, click "Install Now" to get the plugin
added to WordPress. After clicking, wait for a few minutes while. The page

will load the plugin and reload. After the page reloads, the plugin can be
activated.

If you have a plugin in a .zip format, you may install or update it by uploading it here.

Choose File | legacy-admin.zip Install Now

OPTION B ACTIVATE THE PLUGIN

When the page reloads, click "Activate Plugin” to finish uploading the plugin.
If everything is expected here, you can continue configuring and using the
plugin.

Installing plugin from uploaded file: legacy-admin.zip

Unpacking the package...
Installing the plugin...

Plugin installed successfully.

Activate Plugin Go to Plugin Installer

PLUGIN MAINTENANCE

Even though the plugin may be installed and configured, your work is not
done. Make sure the plugin stays updated. This will help the site stay secure
and prevent malicious actors from compromising the website.
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NOTES
Add any notes here.
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The reader is to confirm all information and functionality
regarding the solution provided. The information provided
should not be used to make any business or legal decisions.

Elﬁ. o [m] GET MORE GUIDES
ﬁ Get more guides like this one to build
-

your digital experience.
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