
Using the  
Wordpress interface

Welcome to Wordpress. You are going to be staring at this interface a lot this semester. We went over a lot of 
things in class, but I want to make sure that you’re totally comfortable with it, so I thought I’d make this hand-
out to help you out.

We’ll start with a couple of basics and then get into using the interface. When you first log in to Wordpress, this 
is the screen you see. It has a feed from all the blogs you follow, as well as a sidebar on the right where you can 
find more to follow. At the top, there are links where you can decide to create a new post, see your statistics, or 
manage all of your blogs.

The Dashboard
After exploring the opening screens, you will want to click on “My Blogs” and then click on the “Blog admin 
for your blog. That will take you to the Dashboard, which is where you can control everything on your Word-
press blog. The dashboard is fully customizable, with a drag and drop interface, but here is a basic look at part 
of the default screen:



The links from the Dashboard in which you will be the most interested are the posts, pages, comments, appear-
ance, and settings tabs located on the menu to the left. However, I want to start with the home tab to show a 
couple of things you will need to know first. When you click on it, it gives you a few overall account options.  
For this class, you will be most concerned with the stats link and the “My Blogs” option. 

Changing your blog URL
Under the “My Blogs” option you will have the option of changing your blog URL if you so desire. It’s a good 
idea to have your blog URL either be a) Your name if you plan on using it as a full-on portfolio site and not just 
a blog, or b) the name of your blog, preferably with a search-engine friendly key word in the name. To change 
your URL, click on the “My Blogs” tab. When the list of blogs you own appears in the main window, scroll 
your mouse over the name of your blog. Several options will appear, one of which lets you change the name, as 
seen in the following screenshot:

Site Stats
If you click on the “Site Stats” tab, it will show you important analytics about your blog. You will be able to 
know how much overall traffic you have and where that traffic is coming from. That will help you throughout 
the semester in your efforts to know which social media, search engine keywords, and tags are the most effec-
tive in leading people to your blog site. The stats I’ve linked here are to stats page on your news feed and not 
your dashboard, but it works mostly the same.

The first thing we will look at is the drop down menu that you see on the right hand side. That is where you will 
be able to change which blogs you are looking at stats for — if you have more than one blog. This will be useful 
toward the end of the semester because you will have three or four Wordpress sites before you are done. 

Next, the first window has most of the overall stats, which include how many views you’ve had today, how 
many you’ve had all time, the most productive day you’ve had and the number of all time comments on your 
site. Underneath those options, you can also see which posts are the most popular and even which countries 
your readers are coming from.



If you scroll down, you can see some other important numbers, such as your most popular tags and categories. 
But you will want to pay particular attention to these two, as they are particularly important:

Those two windows give you vital information about how people are finding your site. Your referrers are just as 
they sound: they are sites that have links that will lead people to your blog. Pay particular attention to the social 
media that show up here and other blogs as well.

Search engine terms will show you what key words people are using to find your site. This will help you to tailor 
your headlines to the audience that finds your site the most frequently.

Creating and editing posts
Most of  the work you will do in Wordpress will surround the posts pages, so that’s where we will spend the bulk 
of this handout.

The first thing that will happen when you click on the posts tab in the dashboard is you will find a list of all posts 
that you have already created. You will only have six posts this semester, so it shouldn’t be too hard to organize 
them, but for future reference you can use the drop-down menus and search bar to filter by categories, tags, or 
authors. You can also click on the stats for that particular post or see how many comments there are. Finally, if 
you scroll over a post’s title with your mouse, a dropdown menu called “Quick Edit” will appear, allowing you to 
make minor changes to the post (such as publication date and tags).



To create a new post, simply click on the “Add New” link. It will bring you to the post editing screen. Here you 
will be able to add headlines, manage categories, add tags, and enter photos/multimedia to your posts. The first 
thing you will need to do is to pick a title/headline for your post. We talked about good headlines in class. Follow 
those rules. Also, note that the permalink will be created as whatever your first headline was. You can change it if 
you would like a shorter permalink (although you can’t change most of it, such as the date). Keep SEO keywords 
in mind for these, as well as headlines.

The biggest box is where you will write most of your post. You notice that there are a lot of buttons you can click 
that will work similar to a word processor with style changes (such as bolding or italicizing text, strikethroughs, 
lists, etc., as well as entering pull quotes (a good way to quote another online news source), spell check and even 
a full-screen editing option. On this line, the most important thing for this class is the link button, which we will 
cover next. One thing about writing on blogs. Don’t indent a paragraph or double space after periods, and note 
that when you put in an enter, it will double space between the paragraphs allowing you to make it easier on your 
readers’ eyes. It is strongly suggested that you break up paragraphs into three or fewer sentences.



Adding Links
Adding links is a simple process. Remember these three tips that we talked about in class 1) Incorporate the link 
into the text itself instead of listing the URL; 2) Make sure the links are relevant and add good information; 3) do 
your best to link to original sources that you’re paraphrasing. 

To add a link,  first highlight the text you want to be a link. Click on the button in the toolbar that looks like a 
chain (to break a link later, or “unlink” it, you can click on the button with the broken chain). After you clicked 
on the link button, a window will appear where you can place the link. If you copied it out of your web browser, 
make sure you deleted the default “http://” that appears there. If you have an address like this “http://http://espn.
com” the link will not work. The link title is the little window that shows up in your browser when you scroll over 
the link. It’s not necessary, but can let the reader know what the link is about. Finally, be sure to click on the box 
that says “Open link in new window/tab.” You want to keep people on your blog as much as possible. Don’t 
drive away traffic.

Insert Photos
You will insert photos using the “Add Media” link above the post screen. In theory, you can also add audio and 
video this way, but Wordpress usually just puts in a link here instead of embedding it. It is generally better to 
embed multimedia. Therefore, I suggest you only use the add media link for photos. When you have a photo that 
you are ready to embed into your post, place your cursor wherever you would like the photo  to be insert. Then, 
click on the “add media” button as shown below. A window will pop up that will show you your media library. 
This includes all photos that you have uploaded previously. If you don’t mind using a photo that you’ve already 
uploaded, this is what you would choose. Otherwise, click on the “Upload files” link.



The screen that comes up next gives you the option of either dragging and dropping a file from your computer or 
uploading it in the traditional manner (as you would an email attachment:

Once the photo uploads, you will be able to edit a few options. First, enter your caption into the caption field  (not 
description). Second, choose the alignment. If you have none or center, the text will be split on the top and bottom of 
the photo. If you select left or right, it will wrap the text around the photo. I generally prefer having it wrap, but there 
is no rule. You also can change the size here. Finally, I would suggest clicking on “set featured” image and selecting this 
photo because that will allow you to choose which photo will be used to tease your posts on the various parts of your 
website. If you put in text in the “Alt Text” field it makes the blog accessible to visually impaired people.



At that point, click “Insert into post” and you’re done.

Now if you want to edit the caption (and even add links into the caption, such as back to the Flickr profile of the 
person who took the photo) you can do it in the main visual editor by clicking on the caption with your mouse. 
To add a link, just click on the link button after highlighting text in there.

Embedding YouTube videos/Tweets/Google Maps
Embedding videos from YouTube, Google Maps or Tweets into a Wordpress post will be the easiest thing you 
will do in this class this semester. There are two ways to do this: First, Wordpress has recently incorporated both 
Twitter and YouTube into its “Add Media” function. 

We’ll start with YouTube.

First, click on the “Add Media” button in the post page. In the left-hand side of the dia-
logue box that comes up, select “Insert YouTube.” Search for the video you want. When 
it comes up, select the video and click “Insert into Post.”



Save the post and preview it. You should see 
the YouTube video show up in the page.

Adding Tweets through Wordpress’s built-in 
engine is an almost identical process. Click 
on “Add Media.” In the dialogue box, pick 
“Insert Tweet.”

Now, search for and select the tweet based 
off a lot of things. You can search by subject, 
Twitter accoumt, hastag, etc.

Select and insert just as you did with the 
YouTube video. Save the post and preview to 
see your Tweet.



Embedding a tweet through copy and paste is a similar process. When you find the tweet you want, either click 
on the link that says when the tweet was posted or expand the tweet and click on “details.” It will take you to the 
official “status page” of the tweet. There, you can copy the URL for the tweet and paste it into the Wordpress post. 
That will embed the tweet in the post.

The second method requires going outside of Wordpress but it allows you to search in an interface you may be 
more comfortable with. You can include them using a simple process of copy and paste. For the video, simply go 
to YouTube and search for the video you want. Scroll beneath the video and click on the “share” tab. Copy and 
paste the URL that is in the share window (not the URL at the top of the page). Now go back to Wordpress and 
paste it into the post wherever you would like it to be. Easy, huh?



Adding Google maps is a little different process. First, you have to make a Google map. If you are unfamiliar 
how to do so, take a look at these screenshots. Log in to your Google account and go to Google maps. Search for 
something (we’ll create a map of ASU campuses here). As soon as it plots the point you want, click on the red 
pin and then select “Save to Map.” (If you have created maps before, select “Create new map” from the dropdown 
menu.

Continue plotting the rest of the points you want on the map. When you have grabbed them all, you need to 
click on “My Places.” Select the map you want from your list of maps, then click on the button at the top left that 
looks like a chain. Before grabbing the embed code, however, you need to select “customize and preview embed-
ded map.” Here you can set the size. Most importantly, you need to remember to select the exact zoom you want 
for the Google map. If you don’t do this, Google will do it based on the first item you added to the map. 



Select the embed code and paste it into the Wordpress post. After you save it, Wordpress will change the format 
of the code you posted. Not to worry, it will work. Wordpress is just using its own smart programming to write it 
in a code it understands. Go ahead and preview the post. You’re done!





Tags and Categories
It is highly recommended that you add tags to 
the posts that you make because it makes it easier 
for people to find your posts using the Wordpress 
search engine. To do this, simply scroll to the 
empty frame underneath the main post editing 
area. I suggest you have at least five tags per post. 

Categories are important, too. You need to add 
them to posts in order to keep your site more orga-
nized and know that your content won’t disappear. 

You can create categories in two places: The categories page under the posts link and in the category box in the 
edit post section. If you create something as a parent category it will contain all of the sub categories (i.e. “Music” 
as the parent and “Rock N’ Roll” as the non-parent then everything that falls under “Rock N’ Roll” will also go 
into the music category). The default category will be “Uncategorized.” Everything will go in there once you save 
it. Trust me, you don’t want this. Make sure you change the category. You can change it later if you want, using 
the quick edit function (by scrolling over the post on the “posts page” or by editing the post itself. You can also 
change the default category by clicking on the “writing” settings.



Creating a custom menu
Your theme likely comes with at least one custom menu (it’s possible there are more). Most likely, your theme’s 
primary navigation is set to only include the pages you create. However, by creating a custom menu, you can 
create nice navigation links easily, including links to pages, category links, and outside webpages. Click on “ap-
pearance” and then “menus.” Create a new menu on the right hand side (you can name it whatever you want. It 
doesn’t matter), then either manage locations at the top of the page, you can set it as your primary menu.

Next, you can use the windows on the left to select a few things to add. Under “Custom Links” you can add links 
to outside pages. Just enter the address in the correct place then label it whatever you would like. The other win-
dows allow you to add pages or category feeds. The category feeds will have their own pages with every post in 
that category.



Finally, you need to organize the menu however you want it to appear on the page. As you can see from these 
screenshots, the menu goes from left to right based on the order from top to bottom you have it on the list on the 
right hand side of the menu screen. All you have to do to change it is drag and drop them in the order you want.

It’s possible to add secondary categories in a drop down menu. To do this, you have to drag the menu item a little 
bit to the right so that it’s indented compared to the other menu items as you can see in the following screen-
shots:



Widgets
Widgets (aside from being a really cool name) are the easy way to add content to your sidebar.  Your sidebar is 
an editable content area that varies based on your theme, but the standard sidebar is generally on the right hand 
side of your blog. Sometimes themes have more than one sidebar. You get to the Widgets screen by clicking 
on “Appearance” and then “Widgets” The widget screen, like other parts of the Wordpress dashboard, is easily 
manipulated through drag and drop. There are a lot of built-in widgets that automatically add content (such as 
Twitter, Facebook, Latest Posts, Your Blogroll, etc.), and, like the menus, the sidebar content will be displayed in 
descending order.


