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Go to:

www.wordpress.com

Type in what you want the first part of your URL to 
be. 

The format is:

xxxxxxx.wordpress.com

So, if you put in “donuts,” your URL will be 
donuts.wordpress.com

You may have to try several to find an available one.

This is the Dashboard.  You can get to every-
thing from this page.  

When you log in, this will be the first page 
you see.



The first thing you will need to do is to pick a 
theme.

The default theme is Twenty Twelve.  It’s pretty 
nice, but you might want another.  

Go to Appearance in the left menu and choose 
Themes.

In this example, the theme is Chateau.

You can find new themes by searching by key-
word or you can search using WordPress filters.

Just check one or more filters and click the 
Apply Filters button.



Themes found will appear.  There are two 
kinds of themes.  There are the free themes, 
which are built both by WordPress design-
ers and freelancers.  Then there are paid 
themes.  These tend to be a little nicer, but 
the free ones are pretty good.  For a school 
class or project, stick with the free ones!

Depending on the theme you chose, you can 
change some of the options.

Click Theme Options in the Appearances section 
of the menu to see the options for your theme. 

Many of them allow you to change the header im-
age, the font and font color, the layout of the page, 
how posts will appear, and a lot of other things.

Explore this page for your theme.

There are two ways to put information on a 
WordPress site.

The first are posts.  These are  mostly what you 
will use if you are making a blog.  

You can click on the Add New button to make a 
new post.

(You can also post quickly from the Dashboard.)



In the new post window, you add the title of the 
post, then type in the text window, much like 
you word in a Word processing application.

When you’re done, you can click on the Publish 
button on the right (more about that later).

Pages are different from posts... they 
are more permanent and you can do 
more formatting on them. 

You can use WordPress as a CMS 
(Content Management System) for 
websites, too - Pages make that pos-
sible.

In pages, there are more options.  You can set a par-
ent/child relationship for pages which is reflected in 
the sites menus (menus are automatically generated 
or you can create your own in Appearances).

Some themes have multiple page templates you can 
use, like image album pages, pages without sidebars 
and regular post-like pages.  Check that out for your 
theme. You can also set the order of the pages for 
how you want them to appear in menus.

Publish the page by clicking the Publish button.

Each WordPress site has its own Media 
Library.

The Media Library consist of any im-
ages/videos/animations that you add 
to a page or post or that you upload 
directly to the library.



When you click Add New in the Media Library, 
you get this screen.  You can either drag and drop 
images or other media (see list of extensions on the 
screen) right into the box.

Or, you can browse for them by clicking Select 
Files.

Once you have images or other media in 
the library, you can go back in and make 
adjustments to them.  

Click on the Show button to open the 
controls to an image or item.

In the control window, you can do a lot of 
things to your image.  You can change the title 
of it and give it alternate text.  You can give it a 
caption that will appear right under the image 
on the webpage.

You can set the alignment and adjust the size.

Click the Insert into Post to put the image into 
the page or post.



When in a post or page, you can 
add media by clicking on this but-
ton...

Once in a page, roll over the image until it 
turns blue, the click on the small picture 
icon to open up more image controls.

You can do a lot of things here, but on 
the second tab, Advanced Settings, you 
can set borders and vertical or horizon-
tal space to set your image off from the 
text.



You can designate Categories and tags for your 
pages and posts - this makes it easier for people 
to find information on your page.

You can set a date and time for your 
post or page to publish, so you can 
write stuff ahead of time and then have 
it appear later.

In the sidebar of your WordPress site, you can 
have lots of things appear.  By default, usually, 
this includes Recent Posts, Categories and some-
thing called a “Blogroll,” which is really just a list 
of links.  You can change the title of this section 
from Blogroll to Links or anything else you want.



Go into Links to add links to 
your Blogroll.

Widgets are add-ons that you can put on 
your page.  WordPress.com has a lot of 
them available, and all you have to do is 
to drag them over to the area you would 
like them to appear in.  

Depending on your theme, you might 
have a sidebar, a header, a footer, or 
multiples of each.

This is also where you can change the 
name of your Links section - just click 
on Links button in your sidebar and give 
the section a new name.

Get rid of the “Just another 
WordPress site” from the site by 
entering something into the Tag-
line field (or leave it blank).

Also - make sure your email is 
correct here.

Lastly, you can have your site start 
with your blog entries, or you can 
create and designate a Page to be 
your start point.


