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User Guide to Blogging 

 

Introduction 
 

The aim of this document is to provide a simple and straightforward guide to key aspects of creating 

Blogs for a website using Wordpress.  

Some knowledge of using a word package and moving around a web browser is assumed. 

This guide assumes that the User is already very familiar with Wordpress. The User is already 
comfortable with moving round the Wordpress Dashboard, adding, modifying pages and images. 
 
This guide shows how to create and edit  blog pages known as posts in Wordpress 2.8+. Only the key 
essentials are presented.  Any further information can be found on the Wordpress webpage at 
http://codex.Wordpress.org. 
 
 
All support pages and this guide can be found on the Wellsites Support website: www.wellsites.info. 
 

What Is Blogging 
 

A blog, or weblog, is an online journal, diary, serial or articles published by a person or group of 

people.   

Wordpress allows users to create Blogs via its Post mechanism. 

Wordpress Pages are used for static information: About The Company, Contact Information, List of 

Services.   This is information that is important but rarely needs changing. Pages created within 

wordpress will be viewed within the Navigation Menu of the website. 

Posts are used for information that changes on a regular basis: daily, weekly or even monthly.  It is 

where users write relevant articles, inform their client base of their latest news.  These Posts pages 

can be published and shared via RSS (Really Simple Syndication) feeds or through Social Networks 

(Facebook, Twitter etc). 

http://codex.wordpress.org/
http://www.wellsites.info/
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Fig 1: Example of Blog News 
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Post Pages 
Wordpress uses Posts to distinguish between Pages, which are static and appear on your Navigation 

menu, and Blog Pages (Posts) which change on a regular basis. 

The Post menu is located as the second menu from the top on the Dashboard. 

Posts entries are displayed in reverse chronological when published on the website. 

 

Fig 2: List Post Pages 

Adding & Editing a Post Page 
From the Dashboard, under the Post menu  select “Add New”  to add a new post . To modify an 

existing Post, select Edit”. Select the relevant post by choosing the edit option. Same method as with 

editing  a page. 
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Fig 2: Edit/Add a Post 

. 

A. The Post page will be very similar to editing/adding a page.  Add Title. This will be name of 

the article. 

B. The formatting text bar is exactly the same as a page.  

C. Text and images are adding in the same way as for a page. 

D. The options to save the Post in draft form or publish are there too. Draft can be used to 

preview the article. Once satisfied, select Publish to place the article on the blog/news page. 

Please refer to Wellsites Support Website or Wellsites User Guide  on details on how to edit page, 

add image and use the formatting bar. 

Please not that Posts are always published in chronological order. 

Assigning a Page to be Post. 
 

In order to view all the Posts, a Page must be created and linked to the Post Page. 

1. Dashboard -> Page -> Add Page. 

2. The Title of the Page should reflect the Blog: E.g “Blog Articles”, “Latest News”. 

3. The Page can be placed anywhere in the Navigation Menu as any other page. It is 

recommended that this is left at the top level, to ensure Clients find it easily. 

4. Do not write any articles on this page, they will be not be seen. 

5. Save the page 

http://wellsites.info/
http://wellsites.info/wp-content/uploads/2010/01/User-Guide-2.0.pdf
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Fig 3: Create a "Blog Articles" page 

This “Blog Articles” page will be assigned to become a link to all Posts. 

Dashboard -> Settings -> Reading

 

Fig 4: Assign Blog Page 

Click the pull down menu against Post Pages. Select “Blog Articles”.  Save the changes 

Viewing Posts 
 

Go to the blog page created on the website. Each Post will be published in chronological order. 
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Fig 5: View Blog Articles 

View Most Recent Posts 
On Home page, there will be a Widget listing the 5 most recent posts. The client will click can on 

particular artcle link in order to view it. 

 

Fig 6: View Recent Posts 

 

Optional: Categories 

What is a Category 
Each post in WordPress is filed under a category. Categories allow posts to be grouped with others 

of similar content and aids in the navigation of a site.   

The User might provide several services.  Often articles are published to inform clients concerning 

those services e.g:  Stress,  Disorders,  The Journey.  Each article can be assigned to a category, 

clients can then request to read all articles concerning just that category.  
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Adding a Category 

 

Fig 7: Add a Category 

Under the Posts menu on the Dashboard, select Categories. 

1. Create a category name. 

2. Create a URL to the category name.   

3. Optional: Add a description of the category. 

4. Save the changes 

 

 

Assigning a Category to a Post 
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Fig 8: Assign a Category 

1. Open up a Post Page or create a new Post page. 

2. On the right hand side there is a category menu. All categories that have been created will 

be listed. 

3. Check each relevant category. A post can belong to more than one category. 

View Category 
On Home page, there will be a Category Widget, listing all categories. The client will click on the on a 

category to view all relevant articles. 

 

Fig 9: View Categories 

 

Optional: Tags 

What is a Tag 

A tag is a keyword which describes all or part of a Post. It is similar to a category but smaller 

in scope. A post may have several tags. Like Categories, Tags are usually linked to a page 

which shows all posts having the same tag. Unlike Categories, Tags can be created on-the-

fly, by simply typing them into the tag field.  
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Tags are useful to let clients know what the post is about 

Many people confuse Tags and Categories, but the difference is easy: Categories generally 

don't change often, while your Tags usually change with every Post.  

 

Adding a Tag 

 

Fig 10: Adding a Tag 

1. Dashboard -> Post -> Tags. 

2. Create tag name. 

3. Create URL for the tag 

4. Optional:   Description  of the tag 

Assigning a Tag 

 

Fig 11: Assign a Tag 

1. Open a Post or add a new Post. 
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2. Click on “Choose from the most used tag in post”. This will list all the popular tags.  Select on 

the relevant tags. Each Post can have more than one tag. 

3. Or just add new tag. This then will be automatically added to the TagList. 

View Tag List 
On Home page, there will be a Tag Widget, listing all tags. The client will click on the on a tags  to 

view all relevant articles. 

 

 

Fig 12: View Tag List 

Quick Edit 

 

Fig 13: Quick Edit 

Instead of opening each posts, the Quick edit option is available. 

1. Dashboard -> Posts – Quick Edit. 

2. Select a post. 

3. Select, de-select categories (purple section) 

4. Add or delete Tags (yellow section) 

5. Change the status of a Post ( green section) 

6. To change the order of  a post appearing, then  modify the date ( pink section) 
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Sticky Posts 

 

Fig 14: Sticky Posts 

A sticky post remains on the front  page of the Blog page preventing it from being buried by newer 

posts.  

This is useful if the User needs to advertise an event, issue an announcement, but still be able to 

publish newer articles. 

1. Dashboad -> Posts -> Edit 

2. Quick Edit on the relevant Post. Tick the post Sticky box ( marked in yellow). Update 

changes. 

When the post is no longer relevant, uncheck. 


