
Instructions on How to use Wordpress
1. Go on www.wordpress.com
2. Login at the top with your username and 

password

3. On the top left corner click on “My Blogs”
4. From the drop down menu, click on your class blog’s name. I’ve used a screen 

capture of ANT101’s “International Students Project” blog as an example:

5. You will be directed to a page called “Dashboard”.  On the left hand sidebar click 

on “Posts” 

6. On the “Posts” screen, click on “Add New” next to where it says “Posts”
a. Also on this screen you will be able to see all the other posts from other 

students, administrators, and contributors

7. This is the “Add New Post” site.  
a. First, you will post a title on the first blank.   When you write out a blog 

title, the “Permalink” will usually be the same thing.
b. Next you will write out what you want to be posted in the larger text box.  

i. You can edit what you want to be posted at the top of the text box.
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c. When you are done typing out what you want to write, you can add 

categories on the left hand side of the blog posting text box under a tab 

called “Categories”
i. To add a new category, simply click “+Add New Category”, 

and then type what you want to call your new category.  Then 

click “Add New Category
ii.

iii. If you want to post a tag, simply go to the tab under 

Categories called “Tabs”.
1. Here, you will type in the different tabs.  If you are going 

to type in several tags, separate them with commas.  (i.e.—

students, international students, blog)  Then click “Add”.



2.

d. After you are done, go to the “Publish” tab on the top right corner.
i.

ii.Click on “Save Draft” to save the draft.
iii. If you want to see what the post would look like click 

on “Preview”.  If you are done with the post, click on “Publish”
1. The post will then be saved on the blog.

8. To edit your post, go to the blog and access your post.
a. At the bottom of the post, click on “Edit”

i.

ii.You will be re-directed to the same screen where you first wrote 

your post.  
iii. When you finish editing your post click on “Preview 

Changes” on the top left hand corner under the “Publish” tab if 

you want to see what your new post will look like.  If not, simply 

click “Update”.

 

 


