
What is WordPress? 
 
• Create custom web 

pages that combine 
text, images, video and 
other media 

• Create a blog 
• Put a link to your 

WordPress blog on 
Showtime (so people 
can see more about you 
and your work) 
 
 
 
 

 
 
 

Some Uses: 
 
• Share your work online 

In image galleries or 
slideshows 

• Electronic research 
journal 

• Market events or 
exhibitions 

• Document your 
projects 

• Design and display 
personal web pages 

• Store your media files 
on the web and access 
them from any 
computer with Internet 

• Online magazine “web-
zine” 

About  http://www.wordpress.com 



Sign up http://www.wordpress.com 

First time here? Please make 
sure to sign up for an account. 

1. Go to http://www.wordpress.com 
2. Click Get Started button 

NOTE: 
There may be slight differences in page 
appearance if you are using an older 
version of WordPress (these instructions are 
up-to-date for current version as of 16 April 
2013) 
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Log in Register http://www.wordpress.com 
1. Fill out the registration form 

When all details are complete 
2. Click Create Blog button 

 
NOTE: Choose the free option to start with! 
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Add new post My Blogs 
• Something like this appears (for first 

time users) – the default site (or default 
blog). If not, click My Blogs (at top) 
 

To Customise your profile 
1. Click (W) icon 
2. Click Settings link 

http://www.wordpress.com 
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Add new post Customise http://yourname.wordpress.com/wp-admin 

1. Click Public Profile link 
2. Enter Public Profile details 
3. Change your Gravatar (picture) if you 

wish 
4. Click Save Changes button 

This page is also where you may edit 
other account details, password, 
security settings and My Apps 
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Add new post Go to your Dashboard 
1. Click your blog name 
2. Then click Dashboard 

 

http://www.wordpress.com 
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Add new post Customise http://yourname.wordpress.com/wp-admin 

1. Click Customise Your Site button 
(Using Twenty Eleven default theme) 

 

1 



Add new post Customise default site 

• You can change stuff at side bar 
- Site Title & Tagline 
- Colours 
- Layout 
- Etc. 

http://yourname.wordpress.com/wp-admin 



Add new post Change your theme 

• Or you can use a different theme: 
• Click change your theme completely 

 

http://yourname.wordpress.com/wp-admin 



Add new post Change Themes 

1. Click Appearance tab 
2. Click Themes link 
3. Browse themes and when you find one 

you like 
4. Click Activate link 

http://yourname.wordpress.com/wp-admin 
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Add new post Categories 
Under Posts tab 
1. Click Categories link 
2. Enter Name 
3. Click Add New Category button 

Optional - Slug is just an 
abbreviation for the category 
name, which you can refer to 
in URL or to post to your blog 
via email. (Advanced) 

Description - Optional field 

Parent - Lets you define subcategories 
(optional) 

Think about using categories to 
organise: 
- different media you use 
- different themes in your work 
- your work by years or time period 
- etc. 
- You can add more later! 

http://yourname.wordpress.com/wp-admin 

1 
2 

3 



Add new post New post 
Under Posts tab 
1. Click Add New 
2. Enter title, add text, and media 

(pictures, video, links, etc.) 
3. Click Save Draft button • Enter title here 

• Type in text here 
• Select the text and click the buttons 

above to format (Bold, Italics, etc.) 
• You can also Add Media here 

- links to other websites/pages 
- YouTube and Vimeo videos 
- images 
- etc. 

http://yourname.wordpress.com/wp-admin 
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Add new post Add media (images) 
1. Click Add Media button 
2. Click button to Select Files (from hard 

drive or other save location) 
3. Click to select an uploaded image 
4. Click Insert into post button 

http://yourname.wordpress.com/wp-admin 
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3 Images appear here as thumbnails 
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Add new post Edit media (image) 
In the Edit view of your post 
1. Click on the image you want to edit 

(turns blue) 
2. Click the tiny “picture” icon 
3. Edit Image box appears 
4. Enter Image details 

- Alignment 
- Caption 

5. Click Update button 

http://yourname.wordpress.com/wp-admin 
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Add new post Format text 
In your edit tools (tool bar), you can: 
- Bold, Italicize, Underline, strike out text 
- Insert bullets/numbering 
- Align text 
- Etc. 

This is your tool bar 

NOTE: if you don’t see 2 tool 
bars, click the “kitchen sink” 
button to make it appear 

Highlight and format text like you would in 
Word or an email (highlight, click button in 
tool bar) 

http://yourname.wordpress.com/wp-admin 



Add new post Add videos – hard drive http://yourname.wordpress.com/wp-admin 

The steps are pretty similar to adding 
images 

1. Click Add Media button 
2. Click to select Video 
3. Click button to Select Files (from hard 

drive or other save location) 
4. Click to select an uploaded image 
5. Click Insert into post button 1 
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Add new post Add YouTube or Vimeo http://yourname.wordpress.com/wp-admin 

A little different than adding images 

1. Click Add Media button 
2. Click Insert from URL 
3. Copy-and-paste URL from YouTube or 

Vimeo 
4. Enter a title if you like (otherwise just 

the URL will appear) 
5. Click Insert into Post button (bottom 

right) 
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Add new post Add hyperlinks 
In your post,  
1. select the text you want to link to 

another URL 
2. Click the link button (looks like a chain) 
3. Enter URL you want to link to 
4. Click Add Link button 

NOTES: 
• You can leave Title blank – it will default to 

the text selected for the hyperlink 
• If you want to keep users on your page –  

un-tick [_] “Open link in a new window/tab” 

http://yourname.wordpress.com/wp-admin 
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Add new post Publish your post http://yourname.myblog.arts.ac.uk/wp-admin 

1. Click Save Draft (to review later)  
 
OR 
 

2. Click Publish button to finish (it can still 
be edited later) 

BEFORE YOU PUBLISH: 
• Proof-read (spelling, grammar, and other errors) 
• Select a Category (at right) 
• Add Tags (at right)  
• Format your text so it’s easy to read 
• Include hyperlinks to other posts (in your own site) or other 

websites (outside your site) – this helps search engines find 
your site, too! 

Tags are words or short phrases that help search engines find 
your website or post, e.g., the name of an author you cite, the 
title of a painting you refer to, or a well-known phrase that 
could be searched on. Examples: 
- “contemporary European artist” 
- “Damien Hirst” 
- “YBA” 
- “stuffed shark” 
- “installation art” 

http://yourname.wordpress.com/wp-admin 
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Add new post Your finished post http://yourname.myblog.arts.ac.uk/wp-admin 

• After you have published your post, 
• Click View Post 

Categories 
selected in any 
post will appear 
in this list 

Post title 

Body of post 

Blue hyperlinks 
to another 
URL/website 

Tags on this post 

http://yourname.wordpress.com/wp-admin 



Add new post MORE QUESTIONS? http://yourname.wordpress.com/wp-admin 

Stop by again or 
Make an appointment or 

Email me:  
 

k.franclemontbutler1@arts.ac.uk 


