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Create and manage a simple website with WordPress.com 

WordPress is the most widely used blogging platform and offers a free, easily 

customizable and feature-rich website hosted on WordPress.com 

Creating a WordPress account 

The most widely used free blogging platform is WordPress.  It’s very easy to use but 

also really flexible, so you can develop it and add further features as your awareness 

grows.   

Before you set up your WordPress blog you first need to sign up for a WordPress 

account.  You will need an email address. 

1. Go to http://WordPress.com 

2. Click on the ‘Sign Up Now’ button in the top right hand corner of the page.  It 

will take you to a form to complete. 
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3. Create a Username – this is not the name of your blog, but will be the 

username you will sign into all the WordPress.com blogs you create or write 

on in the future.  Make it unique, but something you’re happy to be 

connected with.  Your username cannot be changed. 

4. Create a password – this should be something that is hard for others to 

guess.  A combination of numbers, letters and symbols will make it stronger. 

A coloured bar underneath the password box will tell you how strong or 

weak your password is. 

5. Type in your email address. 

6. Tick the Legal Flotsam. 

7. Make sure the option ‘Gimme a blog!’ is checked and click ‘Next’ button at 

the bottom of the form.  

8. Note that if your username is taken, or your password isn’t strong enough, 

you will need to change those before continuing. 

 Creating a WordPress blog 

Your WordPress account is now setup. Next you’ll go on to create your WordPress 

blog. 
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1. Choose your domain name.  This is your unique web address (e.g. 

yourWordPressblog.WordPress.com).  This can’t be changed later, so choose 

carefully this carefully as it cannot be changed! 

2. You can also give your blog its title. You are able to change the title in future 

if you need to.  You should now also set the language to English using the 

drop down menu.  

3. The Privacy option lets you decide whether or not you want your blog to 

appear on search engines for others to view.  Uncheck this box if you wish to 

keep your blog private. 

4. Press the “Signup” button. 

5. Click sign-up and an activation email will be sent to you.   

6. Whilst you are waiting for your email, update your profile by filling in your 

details and a little more information about your blog further down the page. 

7. Go to your email inbox and click on the confirmation link in the WordPress 

activation email. 

8. Your account is now active and you have the option to view your site or login. 

Click on ‘Login’. 
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9. Enter your username and password and click ‘Login’. You will be taken to 

your WordPress blog dashboard. 

Congratulations! You have created your first WordPress blog. 

 

Changing the appearance of your WordPress blog  

You should now be in the WordPress blog dashboard. The Dashboard provides an 

overview of your blog including statistics, WordPress news and options to change 

your blog. 

 

All new WordPress blogs are given the same basic appearance, called the ‘Kubrick’ 

theme.  You should customise the blog’s appearance so it has the right look and feel 

for your purposes.  You may want to insert your own image or logo in the site’s 

header. 
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1. To change your blog theme go to the ‘Appearance’ option in the left-hand 

menu.   

2. WordPress has a large number of themes available.  We will work with the 

theme ‘Vigilance’ for now, this can be changed to something else later if you 

like.  

3. Search for ‘Vigilance’.  Click on the image, then click ‘Activate Vigilance’ in the 

top right-hand corner.  

4. Now click on ‘header’ under ‘Appearance’ in the left hand menu.  

5. Here you can add an image to have as your header instead of text.  If you’d 

like to do this click the ‘hide text’ option underneath your header image and 

select the image you’d like to upload below.  Then click ‘save changes’ 

alongside. If you don’t want to use an image then alter the colour of the text. 

6. If you did not upload an image that matches the size or dimensions of your 

theme’s header, you will need to crop it. Select a section of the image you’d 

like to use as your header (don’t worry if it doesn’t look great now, it can be 

altered later).  Once the area you want is selected, click ‘crop header’, then 

‘save changes’. 

7. Go to the ‘visit site’ option next to the blog title in the top left-hand corner to 

see how your site looks. Click the browser’s ‘back’ button to return to the 

dashboard. 
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Now that your WordPress blog looks good you’re ready to add some content to it. 

Writing your first blog post 

 

 

 Now you’ve created your first blog and are happy with the way it looks, you can now 

move on to adding some content to the site by writing your first blog post. 

You can now write a post on any subject you wish. Whether you have some news to 

share or just want to announce the creation of your blog, a website like this is a 

great tool for publishing any kind of information.   

1. Click on the ‘Posts’ option in the left-hand menu and choose ‘add new’. 

2. Enter a Title for the post. This is important as it appears strongly on your blog 

page and acts as a link for others to click on. 

3. Add some text in the main body of the blog post. If you’re not sure what to 

write then perhaps write paragraphs under individual headings. Using 

headings allows you to focus each part of text on one subject.  

4. You can change the appearance of the text as you write the post in the same 

way you would in a word processing program or email. Clicking on ‘ABC’ 

spell-checks the text. 

5. When your blog post is ready, click on the ‘Publish’ button in the box on the 
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right-hand side. This will create a page on your blog, which features your 

post, as well as publishing the post to the front page of your blog.  

6. Click ‘View Post’ to see the blog post.  Clicking on the title of your blog allows 

you to see your whole blog. 

7. The grey menu bar at the top of the page shows an overview of the features 

available to you. Click on ‘My Dashboard’ to take you back to your blog’s 

Dashboard. 

Adding an Image to your blog post 

Images make each blog post more attractive and add an extra dimension to your 

blog. The right kind of image can make visitors to your site stay longer and become 

more involved in what you’re trying to achieve. 

 

Adding a picture is simple and similar to attaching a picture to an email. 

1. Go back to your published post. Click on ‘Posts’ in the left-hand menu.  Your 

most recent post will appear at the top of a list.  Click on the post’s title and 

this will take you back into the ‘Edit Post’ screen. From here you can also edit 

your text further if you wish to. 

2. Click within the text where you would like your image to appear. 
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3. Click on the framed icon next to Upload/insert just above the toolbar 

4. A dialogue box will appear. This gives you the choice to add your image in a 

few different ways. 

5. Click on ‘Select File’ and find the image on your computer. 

6. You’ll see a progress bar while the file is uploading. 

7. When your file has uploaded you’ll get some options which control how it is 

inserted into the blog post. 

8. Give the image a descriptive title.  

9. Align the image to the left so that the text wraps around it, and add a caption 

and description to help the viewers know what it is about. 

10. When you have written in the caption and checked the ‘Left Alignment’ 

option, click the Insert Into Post button at the bottom. 

11. You should now see the image in your post in the correct place. If you click on 

the blue ‘Update’ button the image will be saved into the post. Click on ‘View 

Post’ and take a look at your colourful new page. 

 

Adding Links to your blog posts 

Blogs like WordPress make publishing news and other content very easy, but they 

are really powerful when they connect with each other. A ‘Blogroll’ is a list of blogs 

in the sidebar, which shows the types of blogs that you read and might be relevant 

for others reading your blog.   

You can also add link to other websites and blog posts in the body of your blog post’s 

text.  Linking to another organisation’s blog post can be very effective, as they will be 

notified by something called a ping or trackback. This is a bit like leaving a comment 

without actually having to write something on their blog.  
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The more you link, the more people you involve in the conversation, the more 

people you show you are listening to – and hopefully the more people will listen to 

you. 

It is very easy to link some of your text to a relevant website. Say you want to link a 

sentence in your blog post to the Deep Search website.  

 

1. Return to the ‘Edit Posts’ page. 

2. Highlight the word or chunk of text you would like to link with the mouse. 

3. Click on the ‘Insert Link’ icon, which looks like a chain link.  

4. Type in the web address of the Link URL in the popup box that appears, then 

click ‘Insert’ at the bottom right of the box (you can ignore any of the other 

fields). 

5. Your link text should now be an underlined blue. 

6. If you would like to unlink the text, highlight it and click on the ‘Unlink’ icon 

next to the ‘Insert Link’ icon.   

7. Click on ‘Update’, then ‘View Post’. 

8. Click on the linked text to make sure the link works correctly. 
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Moderating comments 

Once your blog is in the public domain, readers may want to leave comments on 

your blog posts related to the content you’ve published. Comments are a great way 

for your audience to actively start a conversation with you and other readers of your 

blog. 

You may have concerns about the comments on a website getting out of control.  It’s 

really easy to manage comments so that you can keep your blog at an acceptable 

standard. As you become more confident with your blog your readers will see 

acceptable standards of behaviour.  You can ease your control if you wish at any 

time.  

 

1. To set-up ‘comment moderation’ go to ‘Settings’ at the bottom of the left-

hand menu, and choose the ‘Discussion’. 

2. Ensure all three ‘Default Article Settings’ remain ticked. 

3. It’s a good idea to start with the first option under ‘Other Comment Settings’ 

as ticked. 

4. Ensure both options are ticked under ‘Email me whenever’ so you’re made 

aware of the activity on your blog. 

5. Tick the first option under ‘Before a comment appears’. This allows you to 

approve a comment before it appears on your blog. If you’d like to take a 
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more hands-off approach then perhaps just tick the second option, 

‘Comment author must have a previously approved comment’. 

6. Scroll down to ‘Save Changes’ on the bottom of the page. 

 

Great!  You have learnt how to a WordPress account, created a new blog, 

customised its appearance for your needs, written a text and image blog post, 

included links and set suitable discussion settings in order to moderate comments.  

Now you’re aware of the essentials of WordPress.  

Everything else you can achieve with your blog is accessible via the Dashboard. 

Why not try and make some of the following adjustments: 

• Update the About Page and disallow comments and pings on this page 

• Add another page to the blog 

• Delete the ‘Hello World’ post 

• Delete WordPress.com and WordPress.org in the Blogroll and add further 

links of your own 

• Change the blog tagline 

• Update profile details 

• Add some sidebar widgets 

• Check out how to add a Poll to a blog post 

• Add another user to your blog so they can contribute to its content 

• Add tags and categories to your blog posts 

 

For more information, have a look at the blog that we created as part of this course. 

We’ll also post a link to this information on our website, www.deep-search.co.uk 

 

This guide is based on the guides available at www.talkaboutlocal.org  

 


