
Wordpress Instructions 
 

This walkthrough will answer any basic questions regarding posting on our course 
Wordpress blog.  If you have further questions, there are ample online resources and 
tutorials for Wordpress that you can use.   
 
How to login and change password once invited to the site: 
You will receive an email from Wordpress that indicates that you have been invited to 
create a user account at this site.  Choose a pseudonym as your username. 
 
Upon successfully logging in, you will be taken to your “profile” screen.  You may now 
click the “View Site” link to see the site, or click on the “Dashboard” or “Add New- 
Post” to start posting. 
 
You should know that there are two main ways of “viewing” or “interacting” with the 
site.  The primary and more familiar way is to simply view the blog where you can read 
posts and leave comments.  The other view is called the “Dashboard” (see image below), 
which is where you can compose posts and change your settings. 
 

 
 
 



How to create a post (and assign tags) 
In order to create a new post, you need to access the dashboard page by logging in and 
clicking on “Posts" and then “New Post” 
 

 
 
Once in the “New Post” view, you will: 

• Enter a title 
• Type your message in the “body” section 
• Enter “tags” (separated by commas) that describe what you are writing about in 

the “Post Tags” section (see “choose from most used” for an idea of which tags to 
use) 

• Choose your privacy setting under “Visibility” (Though these posts are an 
exercise in public scholarship, you can password protect your posts and share that 
password with me via email if you prefer to keep your work private)  

• As with any work in this class, you should save work as you write by clicking 
“Save Draft.”  If you would like to see how your post will look, you can click 
“Preview” 

• When you are satisfied with your post, click on the “Publish” button – your post 
will not be on the site unless you press this button 

  
How to create posts with media 
In order to create a post that includes media, begin a new post as instructed above, then 
click on the camera/musical note icon next to the words “Add Media” on the “New post” 
page.  This will open a flash-based uploader that will allow you to add files from your 
computer or from a URL.  To upload a file from your computer, click on “Select Files” 
then navigate to the appropriate image file on your computer.  To get an image from the 
web, enter the URL of the image (not the URL of the page an image is on, but of the 
image itself; you can often right-click or control-click and select “copy image location” 
to get the URL).  You can select the image size, alignment, and add a caption if you like, 
then click on “add to post.”   



 
How to create posts with embedded video 
Try just cutting/pasting in the URL to the youtube or vimeo video, and wordpress should 
do the rest (provided that embedding is allowed for the video you’ve selected). 
 
If that doesn't work, in order to create a post with embedded video, begin a new post as 
instructed above (including entering the comments you would like to appear above the 
embedded video), then click on “HTML” tab in the upper-right corner of the “Body” 
section of the page.  Once you have enabled the HTML view, you need to paste in the 
“embed code” from a video hosting site (like YouTube or Vimeo).  You can find this 
code on most sites by click on the <embed> button (which appears below most YouTube 
videos and as an overlay to most Vimeo videos); copy the code and paste it back into the 
HTML view of the “New Post” page. 
 
How to leave comments 
From the regular blog view (not the dashboard) you can click on the Title of any blog 
post (or on the “no comment” or “1 comment” link that appears below the title of each 
blog post).  This will open a permalink page for the post, which should include a “Leave 
a response” section at the bottom.  Type in your response and click the “Submit 
comment” button. 
 
NOTE: I’ve annotated a new post template on the following page for your reference, but 
please send any further questions to me at: suzanne.scott@asu.edu 
 
HAPPY BLOGGING! 
	  
	  
	  
	  



	  
	  
	  


