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I. Creating a WordPress Site

Getting Started
1. Go to www.wordpress.com and click on Get Started.

Get Started

2. Choose the topic of your blog or website.

Create your site today!

WordPress.com is the best place for your WordPress blog or website,
What is your website about?
Family, Home, & Lifestyle
Education & Organizations
Health & Wellness

Writing & Books

3. Choose how you want your homepage to look. You are basically choosing between a blog and a
static website. If you are choosing to create a static website, contact Eric about hosting your
website through FLLS.

What would you like your hecmepage to look like?

This will help us figure out what kinds of designs to show you

A list of my latest posts A welcome page for my site A grid of my latest posts

4. Pick atheme. This will determine how your site will look. You will always be able to change it later.

Choose a theme.

No need to overthink it. You can always switch to a different theme later,

Motif

s\ | Grah ThetAsention

* PIQUE CAFE -

If your cafe is your bread and butter,
Pique is going to be your jum
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http://www.wordpress.com/

5. Choose a name. Type your title in the search field. Select the domain you would like to use. Free
WordPress sites will always have “wordpress.com” in their addresses.

Let's find a domain.

Choose a custom domain, or a free .wordpress.com address.

Q bestlibraryeve||

bestlibraryever.me Upgrade

X
bestlibraryever.wordpress.com Free “

6. Pick a plan. Free is always a possibility with WordPress.

Pick a plan that's right for you.

Mot sure which plan to choose? Take a look at our plan comparison chart.

Free Premium Business
Just get started Supercharge your site Take it to the next level
*
Free

7. The final step is to sign up and finishing creating your account.

Create your account.

Your email address

Choose a username

Choose a password

By creating an account you agree to our fascinating Terms of Service.

Create My Account
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Home Page

@ My Site Ed Reader ® k4

The Blue bar at the top of the page is where you can navigate between your tools in WordPress.

e “My Site” will present statistics to you and information about your site. Allows you to check on the
statistics of your blog. It will show you how many views you have, what countries those views came
from, and what sites were used for them to find you.

o “Reader” symbol will always take you back to your “home page” that displays all blogs that you
choose to follow.

e The pencil symbol is what you click on to write a new post on your blog.

e The circle icon will give you settings.

e The bell is the notifications.

Dashboard: This is the page you will see each time you log in. Some important places include the menu
items along the left hand side, the website link at the top left, and the settings menu at the top right.

‘ @ MysSite |iZ]) Reader . ' & '8 Q
Screen Options ¥ Help v
@ Dashboard Dashboard
Hor.e
At a Glance a Quick Draft a

Crmments [

A 20 Posts W 2Pages Title

P 120 Comments
What's on your mind?
WordPress.com running AutoFocus theme.

Akismet has protected your site from 11 spam comments already.
There’s 1 comment in your spam gueue right now.
Storage pace.
£33 3,072 MB Space Allowed 017 11.84 MB (0%) Space Used
Posts Drafts
Media Book Reviews July 12, 2016
I have recently gotten back into reading - | know..
# Links Activity .
Recently Published
LSS Stats a
T ATTET Dec 7th 2015, 2:45 am Farewell INFO 287!
Dec 3rd 2015, 836 pm  Virtual Symposium
Feedback R .
Mov 29th 2015, 11:47 pm Reflective Practice
TR Nov 24th 2015, 11 n Directors Brief: Mobile App Technology and
pp Libraries
Users Mov 8th 2015, 11:03 am  Library as Classroom
Tools Recent Comments
3 ‘ftings Jult Jul 3 Juls Jul? Julg Jul 11
Sot
From Jess on Farewell INFO 287!
o ~ Another Castle fan over here :) Top Posts (the past week) Top Searches Wiew All
Collapse menu sHets

[I. Adding Content

Posts: These are blogs posts that appear on your blog page.
1. On your Dashboard, click on Posts and then Add New. Or click on Posts and then click on the title
of a specific blog post you would like to edit or update.

@& Dashboard POSt

* Posts | The License Key for Thems

All Posts

All {10} | Mine(7) | Publishg
Bulk Actions ¥ | Apply

Title
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2. Enter your title by clicking where it says, “Enter title here.” Click in the text box area to begin typing
and adding content.

Enter title here

07 Add Media

B I == £«===QPRN= - =-[E
Parsgraph v U = A v [ ¢ Q = = % ® rontsSizes ¥ Formatsw

Click here and tvpe in vour content!

3. Scroll down and look at the right hand side of your screen. Add categories to better organize your
posts, use general terms like Events or Adult Services. Click on +Add New Category, type your
category term in the field that appears, then click on the Add New Category button.

Categories a
All Categories  Most Used

Event

Testing
Training
TumbleBooks
Uncategorized

¥| Youth Programs

— Parent Category — v

Add New Category

4. Add tags to improve keyword searching. Under categories your will see Tags. Click in the box and
type some keywords to describe your post. Make sure to separate yours tags with commas. Ex.
adult services, Pinterest, crafts.

Tags A

Add
Separate tags with commas

Choose from the most used tags

5. Near the bottom you can choose to set a featured image. This image will appear on the blog page
and in the slider. Click on Set featured image and then follow the steps listed under MEDIA.

Featured Image i

Set featured ima Ee
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6. Before moving on you must save your post or publish to make it live. If you are ready to go, click on
Publish (or the button will say Update if you are editing a post). Click on Save Draft, to save your
post for later. If you are editing a post, you may click on Move to Trash to delete the page.

Publish a

¢ Status: Draft Edit

i}
©

@& Visibility: Public Edit

1] Publish immediately Edit

=

7. Looking for an old page? Click on Posts and you will be presented with a list of posts that you have
created. Click on any of the titles to access a post. You can also search for a post using the search
area located in the upper right. Type in a keyword and click on Search Posts.

Move to Trash

Pages: These are static pages like the events calendar or your hours.

1. On your Dashboard, click on Pages and then Add New. Or click on Pages and then click on the
title of a specific page you would like to edit or update.

@ Dashboard page

| The License Key for Th

A Posts
07 Media

L. Pages All (12) | Mine(10) | Pu

Bulk Actions ¥ Ap|

All Pages
¢ Add New Tidle

2. Enter your title by clicking where it says, “Enter title here.” Similar to POSTS directions above.

3. Click in the text box area to begin typing and adding content. Similar to POSTS directions above.

4. Publish or update. Similar to POSTS directions above.

To have your page show up on your live website there is one more step to complete. You must edit the
menu.

Select a menu to edit: = Main Menu (Primary Menu) ¥ Select | or create a new menu.
Pages 4 Menu Name  Main Menu

=2

Most Recent  View All

Search

Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional

Storytime!
WordPress

Book sale June 1-15th

configuration options

sample Page Page ¥
Blog
About .
Book sale June 1-15th sub item Page ¥
Welcome
Sample Page
About Page ¥
Blog Page ¥
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Move your mouse to Appearance and then click on Menus.
Where it says, “Select a menu to edit:”, make sure it says Main Menu (Primary Menu).

Under pages you will list a list of recently created pages. Click in the box next to the page you want
to make live.

Click Add to Menu.

Under Menu Structure, you can change the order of the pages by clicking, holding down, and
dragging them to the desired location.

Click on Save menu.

Media: This includes images and PDF documents that you need to insert into your webpages. You can add
media any time by clicking on Media on the Dashboard, clicking on Add New, and then following steps 3-5
below. Or you can add media as needed in your posts and pages. This section does not cover adding
galleries of images.

1.

8/24/2016

Find an image on the internet and save it to a safe place or locate your desired image. On page 7 of
the original WordPress handout, there are several resources listed for free images. Or locate an
image that you have taken.

Select the page or post that you would like to insert the image into. Click on Add Media.

B I = = £ ¢ = == 1= -B-=Z 88

Paragraph v U = A~ B ¢ O = = © FontSizes v Formats »
Click on Upload Files and then Select Files.

Insert Media ¥ X

: Upload Files * Media Library

Drop files anywhere to upload

or

Maximum upload file size: 128 MB.

Insert into page




4. Locate your image and click on Open.

5.

¢ Open

o]

[CIOME

» Libraries » Documents » Media

v l +5 | | Search Media pel |

Organize v

“{ Favorites
Bl Desktop
& Downloads

UE
= Recent Places

- Libraries

)] CNS Shared
5| Documents
@)l FLLS Images
,J’ Music

[/ Pictures

B Viden<

New folder

~ Documents library
Media

m

e 1P O

File name: fruit,jpg

= -~ [0 @ |

Arrange by: Folder ¥ '

v | All Files v
@ Cancel |

= J

When uploaded, change your Title, Caption, Alt Text (for ADA compliance), or Description as

needed. You may also change the size at this point. The click Insert into Page.

1 selected

Insert Media Insert Media x
Create Gallery Upload Files = Media Library
Featured Image
All mediaiter ¥ All dates v ATTACHMENT DETAILS
fruitj
Insert from URL \ Ap—v'J1ng 2016
N 72kB
NextGEN Gallery 1 ;(5(;"(; 216
Edit Image

Delete Permanently

o
]

L htpi//fllslibraries.org/wp-
Title  fruit

Caption

Alt Text

Description

ATTACHMENT NISPI AV CETTINIGS
e

‘ Insert into page

Clear

6. Your image will now appear in your post or page. Click and hold on the image and drag it to the
appropriate location in the post or page.

7. You can also change the size of the image by first clicking on the image and then clicking and
holding on to the bottom right white squares at the corner of the picture. Drag the square to the
lower right to increase size or reverse to decrease size. You can also click on the pencil to edit the

properties of the image.

= [0] x
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[1l. Customization

Widgets: There can be apps, programs, and social media sites that you can add to your blog. Twitter
updates, Facebook info, Instagram, Tumblr, a search field, Calendar events, links, and recent posts are all

ways of

promoting your blog and reaching out to more viewers. You simply add your personal information to

a widget and then drag and drop it to a specific area in the order that you would like to see the widget

= Store

A& Posts

05 Media

I Pages

P Comments

=] Feedback

M Appearance

Themes
Customize
Widgets
Menus
Header

Background

Custom Design

Mobile

e Users

Scree
4% Dashboard Widgets
Available Widgets Sidebar
To activate a widget drag it to a sidebar or click on it. To deactivate a
widget and delete its settings, drag it back.
Search
About.me Widget Akismet Widget
Recent Posts
Display your about.me profile Display the number of spam
with thumbnail comments Akismet has
caught Twitter Timeline: Follow me on Twitter
Archives Author Grid
Instagram: Follow me on Instagram
A monthly archive of your Show a grid of author avatar
site’s Posts. images.
Archives
Authors BandPage
Meta
Display blogs authors with Display your BandPage
avatars and recent posts. content
Recent Comments
Blogs | Follow Blog Stats
Display linked images for the Show a hit counter for your Categores)
blogs you follow blog.
) A Blogs | Follow: Blogs | Follow
Box File Sharing Calendar

4~ Tools

Theme
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appear on your blog.

Customization
Go to Appearance = Customize. You will see the customization menu on the left and a preview of
our website or blog on the right.

#~ Tools

Menus

settings

Background
© collapse menu Mobile

In the customization menu, you may choose to change the colors and backgrounds, select a
custom design if applicable, change fonts, change menus, change widgets, etc. There will be
different options depending on the theme that you use.

Site Identity allows you to change the title of your blog/website, tagline, and logo.

Static Front Page allows you to change your blog to a website and vice versa.

The opportunities are endless and really depend on what theme you choose to use.



IV.Blogging Resources
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NYLA Blogs We'’re Reading
https://www.nyla.org/max/4DCGl/cms/review.htm|?Action=CMS Document&DoclD=1322&MenuKe
y=nomenucms

Strategies for Successful Blogging
http://www.toledolibrary.org/blog/strategies-for-success-top-5-blogging-tips

Social Media Marketing Tips for Libraries
http://oedb.org/ilibrarian/10-social-media-marketing-tips-for-libraries/

Daring Librarian’s Blog Tips
http://www.thedaringlibrarian.com/2011/07/just-blog-it-blogging-tips-ideas.html

Copyright Free Images

Freedigitalphotos.net

Pixabay — pixabay.com

Wikimedia Commons — commons.wikimedia.org

Morgue File — morguefile.com

Iconfinder — iconfinder.com

Flickr: The Commons (note Creative Commons rules and follow them) - flickr.com/commons
TinyEye Labs (search by color, also often Creative Commons) - labs.tineye.com

World Images — World Images - worldimages.sjsu.edu

Unsplash — unsplash.com

O O O OO O OO0 OO0

To learn more about WordPress,
visit: https://codex.wordpress.orqg/

. FINGER LAKES

S~ | IBRARY SYSTEM

Questions? Comments? Contact:
CNS Department - Finger Lakes Library System
1300 Dryden Rd., Ithaca, NY 14850
(607) 273-4074 x237
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