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PART I: Formatting the Appearance of the Blog 
 
Go to Appearance -> Themes (Figure A) 
 
For this class, you are required to choose the Twenty Ten, Twenty Eleven or Twenty Twelve 
theme (or any other theme with a customized header).  
 
You can also search themes using a filter in order to find a theme that enables you to 
customize the header. From Appearance -> Themes, click the “Feature Filter” link to the 
right of the search field (below, left) and then tick the “Custom Header” box and click “Apply 
Filters”: 
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Click “activate” when you see the theme you would like to choose. If you do not see it, you 
can search by alphabetical order or in the search bar to the far right. (Figure B) 
 

 

 
Figure A     Figure B 
 
The theme will appear at the top of your “Themes” section. You can click the link that says 
“Read more about [theme]” and scroll down to see the theme’s specs (header image size, 
column widths, etc) NOTE: The specs in Figure C are for the Twenty Ten theme. (Figure C) 
 
You can also simply click on the dashboard Appearance -> Header to get the header 
dimensions.  
 
Note the header image dimensions. Once you have made a final decision on which theme 
you would like to use, use those dimensions to create a header in Photoshop. 
 

 
Figure C 
 
Formatting the Blog Background 
Once again go to Appearance -> Themes. Now choose “Background” button.  
 
You can upload an image, but be careful. This can look cluttered and busy! Keep your target 
public and organization in mind and the cardinal design rule: “Just because you can, doesn’t 
mean you should.” 
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You are required to choose a custom background, so a color is a safe bet. You will notice a 
“#” sign in the Background Color field. This is the symbol for a hex code, which is a six digit 
code used to designate web colors (which appear in RGB). (Figure D) 
 

 
Figure D 
 
You can click the “Select a Color” link and a color wheel will appear; you can select from 
that. A better option is to get a hex code through Photoshop so that you can get close to your 
CMYK print color equivalent.  
 
Finding a Hex Code Value in Photoshop 
Briefly switching to Photoshop, view the color palette in the upper right hand corner of 
your work area. (Figure E) 
 
If you click on the small menu icon in the upper right hand corner of the color palette, you 
can choose your color mode. (Figure F) 
 
In this example, let’s assume we have a CMYK value from our print piece. We will choose the 
CMYK option and then enter our values (C=100; M=0; Y=30; K=0). (Figure G) 
 
Then double click on the small color square to the upper left of the sliders. A dialogue box 
will appear. In this box, you will see the color value in every mode, including a hex code. In 
this example, my hex code is #00abbd (Figure H) 
 

              
Figure E           Figure F 
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 Figure G 
 

 
Figure H 
 

 
Now let’s return to Wordpress. 
 
If we enter the hex code, we can preview the color. Make sure to always click the “Save 
Changes” button at the bottom of the window! Now you can preview your blog. (Figure I) 
 

 
Figure I 
 
To preview your blog, click on your username in the upper right hand corner of the pane. If 
you preview your blog, you can always return to the dashboard by hovering your cursor 
over your username in the upper left hand corner and choosing “Dashboard” from the drop 
down menu. (Figure J) 
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Figure I 
 
Customizing Widgets 
Now let’s customize our widgets. The widgets are the links and other information that 
appear on the right hand side of your blog. 
 
Go to Appearance -> Widgets.  
 
In the main area you will see a choice of Widgets. To activate any widget (ie, have it appear 
in your sidebar), you must drag it to the sidebar. Depending on the theme, this area might 
be called the “Primary Widget Area” or “Main Sidebar.” It is the box in the upper right-hand 
area of the window.  
 
You do need to include a link to social media, so drag a “Facebook Like Box,” “Flickr,” and/or 
“Twitter” widget(s) into your “Primary Widget Area.”  
 
You can customize any widget by clicking on the small downward pointing arrow next to  
the name of the widget.  Here, I have inserted the UF College of Journalism and 
Communications Facebook “Like” option.  Again, always remember to click the “Save” 
button after any changes (Figure K). 
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Figure K 

 
Important information about the Twitter Widget 
If you are using the Twitter Widget, it is important to only use your Twitter handle (without 
the “@”)when editing the Twitter Widget. 
If you paste in the entire URL, you will see an error message in your sidebar: 
 

 

 

 
If this is the case, return to the dashboard then Appearance -> Widgets. Expand the 
Twitter Widget and enter in only the handle: 
 

 
 
 
Adding Links in the Widget Area 
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You should also add a “Links” widget to your “Primary Widget Area.” Drag the “Links” 
widget to the area. In order to create these links, you must return to the Dashboard. On the 
Dashboard, choose Links -> Add New. (Figure L) 
 

 Figure L 
 
In this example, I am going to add a link to the course description on UF’s website. I went to 
the webpage and then copied the URL and pasted it into the “Web Address” field. (Figure M) 
 

 Figure M 
 
You do not need to add a description. For the “Categories,” select “Blogroll,” or create a new 
category. Make sure to set the “Target” to “_blank.” This will ensure that when the viewer 
clicks the link, the page will not replace your blog. External links should always be set to 
“_blank”. (Figure N) 
 
You can ignore the “Link Relationship” and “Advanced” options. Make sure to click the “Add 
Link” button in the upper right hand corner of the window: do not check the “Keep this link 
private” option. (Figure O) 
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   Figure N               Figure O 
 
Add as many links as you would like. Consider linking to your organization’s actual website 
or any other pertinent and useful information, being careful to name the links in a way that 
will tell the viewer what he or she clicking on. 
 
Deleting Default Wordpress Links 
 
Now let’s get rid of the default Wordpress 
links. Go to Links -> All Links.  Tick all the 
boxes that are not links you added. Then use 
the dropdown menu by “Bulk Actions” and 
select “Delete” and hit the “Apply” button.  

 
 
 
Now return to Appearance -> Widgets. Expand the “Links” widget and make sure that “All 
Links” is selected. Organize them how you wish, and click “Save.” (Figure Q) 
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Figure Q 
 
Be creative and experiment with different widgets, keeping in mind the target public and PR 
opportunity you outlined in your research report. 
 
Adding an Image to the Main Sidebar with the Image Widget 
 
A nice way to improve the appearance of the sidebar is to use the Image Widget (this is 
what you will use to insert your banner ad). The sidebar width is generally 250px (but this 
varies, depending on which theme you choose, so make sure to check the specs on your 
theme!). This is important to know because it’s a good idea to completely size and format 
your sidebar images/banner ad in Photoshop before putting them in WordPress. You can 
place your banner ad in the sidebar. 
 
To upload your sidebar image/banner ad, go to the dashboard Media -> Add New. Click the 
“Select Files” button and browse for the image/banner ad file you would like to place in 
your sidebar. 
 
Give the image alternate text and a description (good for SEO), but do not give the image a 
caption, unless you want a caption to appear in the sidebar with the image. Highlight all the 
text in the “File URL” field and copy. Click the “Save all changes” button. 
 
Now go to the dashboard Appearance -> Widgets. Drag an Image widget to your main 
right hand sidebar area (different themes call it a different name). Click the small arrow to 
expand the image widget. 
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Do not give it a title (unless you want it to show in your sidebar). Give it alternate text and 
an image title for SEO. Do not give it a caption unless you want that to show.  
 
You should size your image in Photoshop before uploading it to Wordpress so that it doesn’t 
get distorted. As a result, you should not have to enter image dimensions. Choose alignment 
if necessary. 
 
Finally, the image can be a link. Paste in the URL where you would like the image to lead 
when clicked (if you do not want it to be a link, leave that field blank). 

 
Make sure to hit “Save” before closing the widget. 
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PART II: Formatting Blog Posts 
 
To create a new post, go to the dashboard Posts -> Add New. 
 
“Kitchen Sink” View 
When you are creating a new post, you should always click the “Kitchen Sink” icon to 
expand the formatting toolbar at the top of the posting area: 
 

 
In the image above, you will see the expanded options.  
 
Headings 
Using headings is a good idea for both SEO (search crawlers look at heading tags) and 
visuals: web readers prefer text that is “chunked” with headings and subheadings. Once 
you’ve clicked the “Kitchen Sink” view, you will notice a drop down menu in the upper left 
corner: 

 
Highlight text that you wish to make a heading and choose from the drop down menu. 
 
Text View 
If you look in the upper right hand corner of the text entry area, you will notice two tabs: 

 
The “Visual” view is where you will enter most of your text and images. If you click on the 
“Text” tab, you will see the html code behind your content. 
Most likely, you will not need to use this view. However, if you would like to embed an 
element (such as a calendar or form from Google docs), you can paste the code in this view. 
 
Adding Images and Multimedia to a Blog Post 
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If you would like to add an image other multimedia, hover over the small icon above the 
formatting toolbar that shows a camera and music note (Figure 5).   
 

 Figure 5 
 
When you insert your image, make sure to add “Alternate Text”; crawlers cannot read 
images, so this enhances SEO. 
 

 
 
Creating Categories and Tags 
 
When you are creating your post, you will also want to add a “Category” and “Tags”; this 
also enhances SEO. Use the Google Keyword Tool to find words that would likely be entered 
in a search engine and that relate to the content of your post. 
 
To do this, you will notice a “Categories” box in the bottom right hand corner of the window 
where you are creating your new post. Simply click “+Add New Category” and type in the 
name of the category (ignore the “Parent Category” field). This is useful for different kinds 
of posts (for example, “Guest Bloggers,” “Recipes,” “Events,” etc). 
 
Right below that box, you will see a “Tags” box. In the “Tags” box, add key words that relate 
to your content. Type in your tags, separated by commas, and click “Add.” 

                  
When you preview your post, you will notice categories and tags at the bottom: 
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Adding a Link to a Post 
If you would like to create a link, type the text that you would like to hyperlink. Highlight 
the text, then click on the small link icon in the formatting toolbar (Figure 6). 
 
Figure 6 

 
 
Paste the URL into the field in the dialogue box that appears. If you have already entered the 
text that you are going to hyperlink, you do not need to fill in the “title” field. Make sure to 
check the box that asks if you would like to open the link in a new window (Figure 7). We do 
not want to lead viewers away from our site! 
 
Figure 7 

 
 
To the right, you will notice that you can preview the entry. Once you are happy with your 
post, click the blue “Publish” button (Figure 9). 
 
Figure 9 
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If you want to preview your blog, simply click your username in the top left corner. To 
return to the dashboard from preview, hover over your username again and select 
“dashboard” from the dropdown menu that appears. 
 
How to add a “Continue Reading” link in post 
If your post contains more than a short paragraph of text (2-3 sentences), you should use 
the “continue reading” feature. This way, the reader will not be overwhelmed with text 
when initially viewing your post and can see more of your posts on the landing page. 
 

 
 
When you are creating the post, click your cursor on a new line beneath the text that you 
would like to show and above the text that will expand when the viewer clicks the “continue 
reading” option. 
 
Then click the “Insert More Tag” icon on the toolbar at the top of the posting area: 

 
 
A line will appear with “more” beneath the content that will show: 
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Note: When you hit “preview,” the link will not work. You must publish your post and then 
hover over your username to preview it. This is a Wordpress glitch. 
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