Account handoff - WordPress (WordPress.com or self-hosted)
Last checked: October 2026 - Managed by: (organisation fills this in) - Prepared by Jade Zhao

This is a simple handoff sheet. You do not need technical experience to use it. Follow the steps in order.

What this is
The organisation website's content-management system.

Who owns the login?

* Is this WordPress.com or self-hosted? m WordPress.com m Self-hosted / hosting company
» Site owner / admin:
* Hosting company (if self-hosted):
¢ Domain owner:
Write which flavour the org uses on this sheet. Do not give every volunteer Administrator. When you Add New User, leave the
checkbox that emails them a password unchecked; they should set their own password. Never put the password on this sheet.

ELI5 steps

Confirm whether the site is WordPress.com or self-hosted (/wp-admin).

Sign in with your own account. Open Users to see who has access.

Add people with the lowest role that lets them do the job (Author or Editor often beats Administrator).

On Add New User, leave the send-password-by-email checkbox unchecked. They reset or set their own password.
When someone leaves, remove or demote their user account.

If you forgot the password, use the official reset for WordPress.com or your host / wp-login reset.

OO WN R

Official help (US links; region may differ)

WordPress.com invite people and user roles: https://wordpress.com/support/invite-people/user-roles/
WordPress.org roles and capabilities: https://wordpress.ora/documentation/article/roles-and-capabilities/
WordPress.org Users Add New screen: https://wordpress.org/documentation/article/users-add-new-screen/

Warning / troubleshooting

» Administrator can delete the site and other users. Use it sparingly.
¢ US / .org docs. Hosting panels differ by company.

Do not

» Do not share one Administrator password across the team.
» Do not email passwords in plain text. Leave the Add New password-email checkbox unchecked.
* Never put passwords on this sheet.

Longer guide
https://matchaxmoxie.qithub.io/matchaxmoxie/handoff-wordpress.html

Footer: Who owns this account? - Backup: - Credentials in the password manager only - When someone
leaves, remove access - Last checked: October 2026 - Checked by: - Jade Zhao - independent guide, not affiliated with the platform
- Never put the password on this sheet.
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