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Creating your website
When you have logged into your Wordpress account you will want to create your first blog or 
website.  On the “My Blogs” tab of the wordpress.com page there is a blue link to the left “create 
another blog”.  Clicking on this link brings up:
 

This is the point at which you choose the address of your blog.  It can be any combination of 
letters and numbers but cannot include any other characters, such as punctuation.  It must also 
be unique.  If another wordpress.com user has chosen this name then you can’t have it.
 

Points to remember when choosing a blog address.
 

● only letters and numbers,
● unique,
● memorable,
● easy to spell,
● short,
● appropriate.

© Ure, 2013 - reproduction permitted for educational use 2



 

When you have found your unique name that is memorable, appropriate, easy to spell and 
unambiguous you will see the following:

Wordpress.com will suggest that you give them money.  If you want to have your blog address 
as “turpentinewith.com” rather than “turpentinewith.wordpress.com” then you can pay the extra 
$18 a year.  At various stages wordpress.com will offer you little extras in order to make some 
money.  The suggestions are not particularly intrusive but do appear quite regularly.
 

Choosing a name for your blog.
The next stage is to choose a name for your blog.  This is not the same as choosing the 
address.  The name of the blog is the title, it will normally appear on the home page of your 
site or even on every page or post.  This will normally be the word or words that are associated 
with the site more than the address.  Fortunately numbers, letters, spaces and punctuation are 
allowed in the name (title) of your site.
 

Privacy

Although most of us would want our site to be public and accessible to everyone there are some 
circumstances when we would like to protect information for personal reasons or for obligations 
towards others.  You can set your site to be public and indexed by google and others, to be 
accessible by anyone with the link, to be password protected or to be entirely private to you.  
These settings can be changed at a later date.  If you choose to have a public site and want to 
protect some material on it you can protect individual posts and pages by password and other 
means at any point regardless of the settings on the site as a whole.
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Creating the site

You are now ready to click on “Create Blog”.  Again you are presented with the option to 
upgrade everything if you so wish.  This is not necessary, but neither is it expensive compared 
to paying someone else to design and maintain your website.  At this stage we will continue with 
the free blog.  Note that the terms of service can be read by clicking on the link to the left.  
 

Done

The site is now created and the address exists.  Depending on the privacy options you chose a 
little earlier if someone types in the address “turpentinewith.wordpress.com” to the address bar 
on their browser they will visit the site.  At this stage you have the option to change description, 
permissions (privacy, access, editing rights) or theme (the colours, fonts, pictures and layout).  
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Create your first page
Assuming you’ve decided on what your first post is going to be about you are ready to click on 
“visit my dashboard”.  The dashboard is the behind-the-scenes part of your site.  It’s where you 
do your work so that your readers have something to look at and engage with.  It’s the toolbox.
 

The Dashboard
To keep things simple we will look at the layout of the dashboard in sections.  Firstly the area 
down the left hand side of the screen:

 
At the very top we have the title of the site.
 
 
The home section of the menu concerns the social and interactive 
aspects of blogging including your blog and those that you follow.  
It also has the site statistics, which will be useful once you gain an 
audience.
 
 
The store section is self explanatory.
In “posts, media, links, pages” you write and edit your site.  
“Media” is the section which will allow you to control anything that 
you have added to the site that is not a page.  In other words: 
pictures, documents and similar.  There are restrictions on what 
kind of items you can upload (e.g. no mp3 files) but these are 
not necessarily too restrictive and can be worked around.  The 
difference between posts and pages will be explained a little later, 
as will the special page “links”.
 
“Appearance” is where we control how the site looks - the theme 
and menus etc.
 
Users, tools and settings control access and editing by others and 
the more fiddly parts of the site.
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Writing your first page
Writing a page is identical to writing a post.  The intention of a post is to encourage interaction 
with your readers, a page is designed to deliver information.  There is not a great deal of 
difference as far as editing is concerned.
 
From the dashboard click on new page:

 
 
 
 
 
 
 
 
 
 
 

Below “Add New Page” type in the title of your page.  This can be anything you choose.  
Underneath this is the window in which you type in and edit your page.
 
Looking more closely at the edit window we can see on the far right, two over from the spell 
check icon, there is something called “show kitchen sink”.  Clicking on this brings a second row 
of icons up underneath the first row.  
 

On this second row we have various options to modify our posts, a drop down style chooser, 
font modifier, text colour and similar.
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We choose from “Paragraph”, “Address”, “Preformatted”, 
“Heading 1” and so forth.  These styles have their own fonts, 
emphasis and size.  They conform to a particular style as defined 
by the theme.  Choosing from these options guarantee 
consistency throughout the website.
 
Above this we have the bold,
italic, strikethrough, bulletpoint and numbered list buttons. Above 
these we have the “Add Media” button, the poll button and the 
form button. The first group change the emphasis of the text, the 
latter are to add extra items and functions to the page.
 
 

The page itself
The page itself can be the most problematic part of creating the site.  You need to choose a 
topic, to educate, entertain, amuse and engage with your readers through words, argument, 
pictures and videos along with a few polls and encouraging feedback from your audience 
through forms and comments.  We will not deal with this particular problem here, but will 
examine it elsewhere.  
 
Other than the words and pictures themselves the aspects of your content that engages the 
reader should respect the nature of the internet.  In particular you need to keep the length and 
complexity of your posts fitting to your subject, medium and audience.  
 
Using complex language may be appropriate for your audience, but expecting them to read 
more than a hundred words may be unrealistic due to the medium (i.e. a website) may be 
unrealistic.
 
To improve your chance of engaging it is good to use headings and emphasis often and fittingly 
and to illustrate with pictures, videos and links wherever possible.
 

 
 

 

Inserting media
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Clicking on the “Insert media” button will bring up the following dialogue:
 
In the context of a wordpress website “media” are pictures,  
word documents, pdfs, spreadsheets or similar.  It’s a file 
that contains some sort of information commonly used by 
computers.  
 
 
 

It can have any of these extensions:

It cannot be a video or a sound (audio) file such as an avi or an mp3.  These files may be 
uploaded, but only via the paid for service.  Incidentally, a video uploaded to youtube can be 
embedded in a post or a page with no difficulty.  We shall cover embedding videos a little later.

Inserting an image and changing its attributes
This dialogue enables you to change the title, caption, alt text, description, alignment and links 
for the image you are about to insert.
 
These options are more or less self explanatory except for the “alt text” option.  This is far 
more important than appears at this point.  The alt text attribute provides the reader with an 
alternative explanation as to what the image is.  If the user is partially sighted or using a device 
with poor bandwidth such as a mobile phone, the alt text will provide useful information as to 
what the image is a picture of.  Write a one or two word description of the picture in the alt text 
box, something like “happy gorilla” will do.  
 
The only other option from this that needs specific mention is the “link to” drop down.  It is not 
necessary to link to anything at all, and so it is often best to leave this option blank.
 
When all is done, click on the friendly “Insert into page” button.
 

 

Altering image attributes once inserted
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Clicking on the image when in the visual editor will look like this and bring up an edit and a 
delete button.  If you want to dispose of the image, click on delete, if you want to edit the image 
then click on the image properties button which is in the shape of some mountains.
 
Clicking on the image will make it look something like this:

 
 

 

 

 
 

 
Clicking on the “edit” button (the mountains) will bring up the following dialogue box.  You are 

then 
able 
to 
edit 
the 

alignment, title, alternative text, caption and link.  Click “update” when you are satisfied and then 
move on.
 

Inserting PDFs, Word documents, Powerpoint etc.
Sometimes it is useful to allow your readers to download files such as Word documents, 
Powerpoint presentations, PDFs and similar.  In order to do this, follow the same procedure as 
that for the insertion of images.  The only practical difference between insertion of these files 
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and the insertion of an image is that in the case of documents the result is a link to the file itself.  
In the example below we have chosen the “Text” tab on the editor after inserting the file, and the 
link leads to the file of “ogden’s basic english.pdf”.
 

 
When the visual editor tab is clicked the same post will look like this:
 

 

The finished product
When you have finished editing your first post it will look something like the screenshot below.  
The design below is simply a demonstration of how to format a page, or of what formatting 
options are possible, rather than a page designed to entice and engage an audience.  A page 
such as this can be altered, edited, improved or deleted with very little effort according to the 
needs of the author or the organisation.  
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Themes
The theme of a Wordpress site or blog is chosen by the author (you) and determines the style 
of your site.  Font (typeface); font size for headings, paragraphs, titles and so forth; colours; 
background images; columns and similar will all be determined by the theme chosen by the 
author.
There are many different themes to choose from, only a few of which require payment 
(“premium themes”).  Themes are chosen in the “appearance” option on the left hand menu of 
the dashboard.
Themes are a very important and useful aspect of the Wordpress system and allow the user 
to customise his or her website extremely easily.  Do not be afraid to experiment with themes 
as they can be a useful creative spur.  There are various customisable aspects of themes, 
such as colours and background images, these impact of these on the audience should not be 
underestimated, they can make the difference between appearing amateurish and professional.  
Words and content are important, but they can be undermined by poor design.1

 

 

 

 

 

 

 

Inserting Videos from Youtube
1 Changing themes has little impact on the content of your website, but can affect customised menus.  Be 
sure to check that menus are as you want them to be once you have chosen your theme.  We will deal 
with menus in more depth later.
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A youtube video, whether your own or someone else’s, can be inserted to a page or a post very 
easily.  
On youtube, underneath the video player screen, there are sharing options:

Clicking on “share” brings up the following:
 

Clicking on “Enbed” leads to:

Copy the highlighted information (beginning “<iframe...”).  This is merely html code and nothing 
terribly complicated.  It’s nothing more than a form of shorthand with a few brackets.  If you do 
not understand it it is because it is unfamiliar rather than complicated.
 
 
 
 
 
Paste this directly into your Wordpress editor, so:
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The resulting post or page, once published will look like this:
 

 
and your readers will be able to view the video on your own Wordpress page.  One thing to bear 
in mind is that the video will still be hosted at youtube and so any alterations or deletions by the 
original youtube user who uploaded the video will affect your Wordpress site.  It is worthwhile 
checking whether videos are current every now and again in order to avoid looking (and being) 
unprofessional.
 

Menus

© Ure, 2013 - reproduction permitted for educational use 14



 

You can customise the menus on your site and choose what your reader’s options are by using 
the “menus” subcategory under “appearance” in the dashboard, found on the left hand side of 
the screen.  It will bring up something like this:
 

Clicking on the drop down under “theme locations”, “primary menu” will give you the option to 
choose a named menu if you have created one using the form on the right of this menu screen.  
To create a menu from this screen click on the “+” sign next to sample menu 01 and then name 
the menu.  It does not matter what you choose to name the menu, it will not be visible to the 
public.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On the left hand side of the menu screen is the option to choose the pages that you want to 
include in your custom menu:
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Here “and here we have page number two” and “this is page number one” are selected.  
Clicking on “add to menu” adds them to the custom menu.  
Above the “Pages” box we have “custom link”.  In order to add a menu item that leads (links) to 
a webpage that is not part of your Wordpress site use this address box to enter the url (address) 
of the site (such as “http://www.bbc.co.uk”).  
 
To turn a menu item into a sub menu item simply drag the item over to the right slightly, in order 
to indent it.  Once the menu is saved and published it will be available to the reader as a sub 
menu item.
 
To activate the menu choose your named menu under “theme locations” and then click on save.  
Your menu should appear in the location determined by your theme.  As mentioned previously, 
changing theme may change your custom menus.  In order to revert to your custom menus 
it may be necessary to go through the “appearance”, “menus” options again.  It will only be 
necessary to choose your custom menus, it will not be necessary to choose which items you 
want to place in your custom menus, they will still be saved.
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Privacy settings
For each page or post there are options to control how public or private it is.  In order to control 
these options there are buttons to the right of the editing window which can be used to alter 
publishing options.  These can be edited at any point.  The “visibility” options are the most 
relevant in this context - “public”, “password protected” or “private”.  The “publish immediately” 
option allows the author to control when the post or page becomes available.  

Sharing

 
The sharing settings can also be controlled from the settings menu, as shown here:
 

© Ure, 2013 - reproduction permitted for educational use 17



 

and here:
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Widgets
Widgets are small functional elements that perform specific tasks, such as displaying a 
calendar.  These can be placed in various areas on your posts and pages, the exact areas 
where the widgets can be placed is determined by your chosen theme.  

 
Widgets are to be found in the “appearance” option on the menu down the left hand side of the 
dashboard.  Click of “appearance” then click on “widgets”.
 
Over to the right of the window we see the areas where we can place the widgets - “sidebar”, 
“footer left” and so forth.  Remember that the specific areas in which they can be placed is 
dependent on the theme.
 

 
For our purposes we will choose the “Milestone” widget.  Our list of widgets will be in 
alphabetical order, and so to get to “Milestone” we will need to scroll down.
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In order to use this widget we click and hold the widget and drag it into position, for example in 
the sidebar.
As the sidebar is off the top of the screen from our starting position, under “m” of “milestone” we 
drag the widget to the top of the screen and allow the screen to scroll upwards until we get to 
the top of the screen then drop the widget in the sidebar, thus:
 

Many widgets will have options.  In this case we choose the title, the event, the date and the 
time and an eventual message to be displayed once the countdown has reached the end.  We 
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also have the option to delete, close or save.  Normally we would enter the required information 
in the relevant boxes and then save.  
The widget will appear as part of the general theme of your pages.  In the case of the milestone 
widget with our theme the result will look like this:
 

 

General settings and tagline

 

Setting a static page as homepage

© Ure, 2013 - reproduction permitted for educational use 21



 

 
 
 
 

© Ure, 2013 - reproduction permitted for educational use 22


