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Overview 

1. Go to http://www.wordpress.com/ and click “Create Website”. 

 

2. Follow the instructions. 

 

http://www.wordpress.com/


 

 

 



 

 

 



 

 

 

3. Respond to the confirming E-Mail. 

 



4. When the first blog post screen opens, click “My Site” in the upper left corner of the screen. Then, 

select settings. 

 

 

5. Fill in the “Settings.” Let’s go tab by tab. 



 

6. Pick a free “Theme.” 

 

7. Set up the home page “Menus”. 



 

8. Set up “Sharing” accounts. 

 

 
9. Enter the WP Admin (“Dashboard”) section of your blog. While the browser is open (and you are 

logged in), enter this URL: https://YOURUSERNAME.wordpress.com/wp-admin/. [Example: 

https://jreprof.wordpress.com/wp-admin/] The following screen then appears. IT IS 

RECOMMENDED THAT YOU USE THIS SCREEN WHEN ADMINISTERING YOUR BLOG AND IN 

BLOGGING. THERE IS MUCH MORE FUNCTIONALITY THAN WITH THE SETTINGS SCREEN.  

https://jreprof.wordpress.com/wp-admin/


Let’s go through the key tabs. 

 

 

a. Click on “Settings” from the Dashboard. Then complete each of the settings. 

 



 

b. Polish your site’s “Appearance.” 

 

 

10. Set up categories for posts. 

a. To make life simpler for your blog followers, you want to categorize your posts. 

b. Return to the dashboard and highlight “Posts.” Click on “Categories.” Add as many as you want. 

c. After you set up your categories, you MUST indicate in each of your posts the category in which to 

place the post by clicking one or more category boxes alongside the new post box. 

 

 

 



11. To make a post, return to the dashboard and highlight “Posts” and then click “Add New.” Hints for 

posts: 

a. Name each new post. 

b. On the top line of the new post toolbar (in “Visual”), clicking the last icon activates a second line of 

tools such as text colors and underlining. (Alt + Shift + z also activates the other tools.) 

 
 

c. To include photos, charts, etc. with links to sites (rather than just show URLs), do this: 
 Click on the camera icon where the screen shows “Add Media”. 

 Click “Upload Files” or “From URL.”. 

 To link to a URL, enter link information in top line (URL) and the source link in the last line. 
 Extra hints: (1) To capture an image URL from a Web site (line one), do this: From the Web page 

you are linking to, highlight an image, right click the image, save as image location, and then 

copy the URL and place it on line one in your media file. (2) The URL link to the article itself goes 

on the last line. 

d. To embed a YouTube video or SlideShare slideshow, (a) copy the share embed code for the video or 

slideshow and (b) paste this in the “Text” screen of your new post. 

 Go to YouTube/SlideShare and select a video/slideshow. 
 Copy the embed code. 
 At Wordpress, in “Text” view, enter the embed code. Here are examples: 

 YouTube (https://www.youtube.com/watch?v=5_yy2ogbtjo); Embed code = <iframe 
width="560" height="315" src="//www.youtube.com/embed/5_yy2ogbtjo" 
frameborder="0" allowfullscreen></iframe> 

https://www.youtube.com/watch?v=5_yy2ogbtjo


 SlideShare (http://www.slideshare.net/joelprof/evans-on-entrepreneurship); WordPress 
embed code = [slideshare id=36467298&doc=evansonentrepreneurship-140630101742-
phpapp01&type=d] 

12. REMEMBER, be careful and credit the sources to all material – text and image files. 

 

Special Topics 

1. Using pages 

a. To create top-of-the-page items such as “About,” WordPress requires the use of pages. 

b. Return to the dashboard and highlight “Pages” on the left toolbar. 

c. Enter a title and then some text. Your blog should at least have an “About” section that says something 

about you and the purpose of your blog. 

2. Gaining followers: 

a. Signups : Go to your dashboard and scroll down to “Appearance.” Click on “Widgets”. Scroll down to 

“Follow Blog” and then drag and drop this icon to your sidebar. 

b. Social media: Scroll down to “Settings” and select “Sharing.” Select and save your social media links 

that you want to appear with each post. 

3. Comments 

a. YOU control whether or not individual comments appear on your blog. 

b. No comments appear without your approval. 

c. From the dashboard, click on “Comments.” If any are listed there, you have the option of approving or 

rejecting them. 

 

 

More: WordPress has a lot of other free features, it’s up to you if you want to use them. 

http://www.slideshare.net/joelprof/evans-on-entrepreneurship

