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Computer basics:   

Before you begin this short introductory course, make sure you understand the following 
essential words, methods and phrases of computers and web browsing: mouse, pointer, 
left and right mouse buttons, clicking and right-clicking, enter or return keys, backspace 
and delete keys, cursor, highlighting, copying, pasting, file locations (esp for your own 
photographs and media), folder, window, tab, page, menu, URL, web address name, 
website title, picture file types such as jpeg. 

You should also have an email account which you can check, from wherever you are 
doing this course.  

 

PART 1: SETTING UP AND THEMES 

 

Registering yourself as a Wordpress user, with your own username, and your own 
blog website. 

1) Make sure you have an email you can check right now.  This means you need a web-
based email like hotmail, gmail, yahoo mail, etc. 

2) Go to a web search engine (eg. Google) and type in Wordpress. 
3) Click on the link “WordPress.com - Get a Free Blog Here” at Wordpress.com . 
4) Click on ‘Get Started’ in the red box. 
5) On the next screen: 

1. type in your email address,  
2. then choose a username that you like which doesn’t have to be your real name.  

This will have to be one that nobody else has used, so for example if you can’t have 
“john” you might have to have “johnperry”, or if that is also not possible you might 
try “johnperry112233”, and so on. 

3. then choose a password you will definitely remember (Kooj will suggest one if you 
are not sure).  This does NOT have to be one that nobody else has used, you can 
choose anything as long as it is at least 8 characters long and contains a mixture of 
letters and numbers.  Wordpress will not let you use one that it thinks might be easy 
for someone else to guess. 

4. finally choose a web address name for your blog website, which will be 
yourwebaddressname.wordpress.com .  This will have to be one that nobody else 
has used, so again you will have to try a few until you find one that is ok for you. 

6) Double-check all is absolutely correct, then click on ‘Sign Up’. 



7) Check your emails!  Wordpress will send you an email to verify you are the right person 
who wanted that username and blog.  You will have to click on the ‘verify’ link in that 
email. 

8) This will take you to your general wordpress users page.  On this page you should click 
on ‘My Blogs’ at the top, and then on the name of your blog website. 

9) You should click on any ‘next’ buttons as you will be able to alter any settings later on.  
You will now be on the Dashboard of your blog website. 

 

Logging in to your Wordpress blog website 

1. Go to the blog website, and click on ‘Log In’ on the right hand side lower down. 
2. Type in your username and password and click ‘Log In’. 
3. You’ll then see a big menu-style screen (called a dashboard).  Set up two tabs so 

that the website can be seen in another tab. 

 

Setting up two ‘tabs’ to work with. 

A web browser is either Firefox, or Chrome, or Internet Explorer, and so on.  A window is 
the outside FRAME of the web browser.  A page is the main area of words and pictures 
inside this window. 

1. When you log in to your blog website, you will usually find yourself on the 
dashboard page for the website.  At the top of the dashboard page is a black bar, 
and at the very left is a ‘W’ in a circle. 

2. Next to the ‘W’ at the top left is the title of your website.  Move the mouse pointer 
ove this title, and RIGHT-click the mouse.  A small menu box will open up.   Click on 
the ‘Open in new tab’ option. 

3. You will now have two tabs at the top of your web-browser window, one with the 
dashboard in it and the other with the home page of the website in it.  Click on each 
tab at the top to see its page. 

4. The dashboard tab is used to make changes to the website.  The website tab is 
used to see if the changes have worked.  You will have to press the ‘F5’ key on the 
keyboard to ‘refresh’ the page, this will then show you the changes you have made. 

 

Themes. 

A ‘Theme’ in Wordpress is a design template for your website blog that you can customise.  
Each one has its own look and style, its own functions and features, and each will work for 
different people’s websites.  Some are more customisable than others.  There are free 
themes, and then there are ‘Premium’ themes which you have to buy. 

During the first training workshop you will all set yourselves up with the ‘Twenty Eleven’ 
theme, which is great for training and also has plenty of useful features.  After the course 
when you have become more confident you can try out other themes if you wish, but bear 
in mind things like the header image and widgets may have to be re-installed. 



 

PART 2: HEADERS, POSTS, LINKS AND COMMENTS 

 

Changing the Header Image 

1. A theme such as ‘Twenty Eleven’ (which is recommended for this tutorial) has a 
header image.  You can change it. 

2. Go to the blog website, and click on ‘Log In’ on the right hand side lower down. 
3. Type in your username and password and click ‘Log In’. 
4. You’ll then see a big menu-style screen (called a dashboard).  Set up two tabs so 

that the website can be seen in another tab. 
5. In the Dashboard tab, the column down the left-side of the page is the main menu 

for the Dashboard. 
6. Click on ‘Appearance’, and then on ‘Header’. 
7. You will find a number of picture options for your Header image, each with a ‘radio’ 

button next to it.  Just select the picture you want by clicking on its ‘radio’ button. 
8. Alternatively, if you have uploaded any images to your ‘Media Library’, you can 

choose one of these to be your Header Image. 
9. Click on ‘Save changes’ at the bottom.  

  

Publishing a post on your blog. 

1. Understand the ideas of using tabs, and cursor positions. 
2. Go to the blog website, and click on ‘Log In’ on the right hand side lower down. 
3. Type in your username and password and click ‘Log In’. 
4. You’ll then see a big menu-style screen (called a dashboard).  Set up two tabs so 

that the website can be seen in another tab. 
5. In the Dashboard tab, the column down the left-side of the page is the main menu 

for the Dashboard. 
6. Click on ‘Posts’, and then on ‘New Post’. 
7. Type in a title, maybe something like “My Thoughts” or “Where could this go?” or 

just simply “Introducing…”, then in the main typing box if you don’t have an idea of 
your own just introduce yourself and how you feel about this blog. 

8. This main text for the post that is under the title is called the ‘body’ of the post, or 
the ‘body text’. 

9. Click ‘Publish’, and then check the blog by clicking on the website tab and  pressing 
the ‘F5’ key.  Great, isn’t it?  Its live for the world to read/see! 

10. If you were not ready to publish, you could have clicked on ‘Save draft’, and then 
you would be able to carry on with it another time. 

 

Updating a post on your blog. 

1. In the Dashboard tab, click on ‘Posts’, and then on ‘All Posts’ in the menu column 
down the left-side of the page. 

2. Then click on the title of your post. 



3. Add some more words or make some changes to this post. 
4. Click ‘Update’, and then check the blog by clicking on the website tab and  pressing 

the ‘F5’ key.  

 

Adding a link to any post or web-page. 

1. To create a link from any text on your post, first copy the link from the web-address 
(URL) bar at the top of your web browser.  To do this, highlight this web-address, 
right-click the pointer on top of it, and select ‘Copy’. 

2. Then, when editing the post firstly highlight the text that will become the link (eg. it 
might say “Click Here”). 

3. Then click on the ‘Insert/edit link’ button (a chain icon above the body text). 
4. Then right-click in the box which says “http:// “ and select ‘Paste’.  The web-address 

will appear in this box. 
5. Click on ‘Add link’. 
6. Click ‘Publish’, and then check the blog by clicking on the website tab and  pressing 

the ‘F5’ key. 

  

Add a comment. 

1. Find anyone else’s post in the blog, 
2. click on ‘Leave a comment’ at the end of their post and then type in a reply about it, 
3. then click on ‘Post Comment’. 

  

PART 3: IMAGES 

 

ADDING AN IMAGE FROM THE NET 

1. Understand the ideas of tabs, and also highlighting, copying and pasting.  Possibly 
try it in notepad (or word) if that helps. 

2. Open a new tab or window in your browser. 
3. Use Google image search and find an image you like 
4. Click on it to go to it’s original, then click on ‘View Image’. 
5. Right-click on the picture / image itself, and from the box that opens up, click on 

‘Copy Image Location’. 
6. Find your post on the dashboard ready to edit it (see the instructions for ‘Updating a 

Post’).  NOTE: you can also click on ‘edit’ on the website page itself to open the 
‘Edit Post’ screen. 

7. Place the cursor where you want the image. 
8. Click on the ‘Add Media’ button above the main text of the post. 
9. On the next screen box, click on ‘Insert from URL’ at the left. 
10. Place the pointer over the box where it says ‘http://’ and right-click, then choose 

paste. 
11. Type in a caption for the image (if you wish) and click on ‘Insert into Post’. 



12. Click ‘update’, and then check the blog website to see if its published. 

 

DOWNLOADING AN IMAGE FROM THE NET 

1. Open a new tab or window in your browser. 
2. Use Google image search and find an image you like 
3. Click on it to go to it’s original, then click on ‘View Image’. 
4. Right-click on the picture / image itself, and from the box that opens up, click on 

‘Save Image As’. 
5. A box for saving files will open up.  At the top it will show you the folder where it will 

save the picture file, it will probably be your downloads folder.  REMEMBER THIS 
FOLDER.  In the middle it will show you any other files or folders that might be in 
that folder.  At the bottom it will show you  the filename for your picture file.  You 
can change this filename if you wish. 

6. Click on ‘Save’ near the bottom right of this box. 
7. Open up the folder where this picture file is saved and check to see if the picture is 

there. 

 

Posting your own photographs on to the blog. 

1. Start a new post (as before) except this time, after you click on ‘New Post’, then 
click on ‘Add media’. 

2. Click on the ‘Upload files’ tab if it isn’t already selected, then you will have a ‘Drop 
files anywhere to upload’ area. 

3. Open up the folder with your photos or pictures in it, and drag the one/s you want 
into this ‘Drop files’ area. 

4. You will then be in the Media Library, and the photo you want should have a tick by 
it.  If not, click the photo you want. 

5. Add a title and for the Photo caption maybe add a line of text – a quote as to what 
you like and/or a wish – My name is <myname> and I really like <whatulike> 
because <whyulikeit>.  A wish I have is <yourwish>. 

6. Choose your alignment, and size for the picture. 
7. Click on ‘Insert into post’, then click ‘Publish’ and then check the website to see if its 

published. 
8. If you want to edit anything, just click on ‘Edit’ at the bottom of your post as before. 

 

PART 4: PAGES, MENUS AND CATEGORIES 

 

Creating a web-page. 

1. In the Dashboard tab, the column down the left-side of the page is the main menu 
for the Dashboard. 

2. Click on ‘Pages’, and then on ‘New Page’. 



3. In the same way as for posts, you can type in a title, and some body text, and add 
any images as you wish. 

4. Click on ‘Publish’ when you have finished. 
5. In the same way as for posts, you can go back and change that page at any time as 

you wish. 
6. Check your website.  You will notice that the title of that page is now an item on the 

menu of the website.   
7. You can make the word that shows up on this menu shorter, just go back and edit 

that page and change it. 
8. You can change the order that the pages show up in the menu, just give them a 

number in the box on the right when you edit the page and then click on ‘Publish’ 
(or ‘Update’). 

9. If you want this page to be a sub-menu under another menu page, you need to 
select a ‘parent’ page when you edit the page and then click on ‘Publish’ (or 
‘Update’). 

10. If you do not want the page to show up on the menu at all, you can change the 
status of the page from ‘published’ to ‘pending review’. 

 

Menus. 

You can use pages to create simple menus.  To create customised and more complex 
menus, you will need to go to the Dashboard and find the ‘Menus’ item under the 
‘Appearance’ on the left. 

Here, you can mix pages and categories of posts as menu items, and tick the box marked 
‘Default menu’ to activate the custom menu.  Watch how to do this at the training 
workshop. 

 

Categories and tags. 

These may be boring but they are very important.  Any website becomes difficult to use if 
visitors can’t find what they are interested in.  If used properly, categories and tags are a 
very powerful way for being able to do this. 

For any post, you can create and choose one or more categories for that post.  Not only do 
these make it easy for your audience to find information for any of those categories, but 
they can also create a menu item for all posts in that category. 

All posts automatically are in the category called ‘Uncategorised’ unless you change it.  To 
give a post one or more categories, you simply add categories or select their tick-boxes in 
the box marked ‘Categories’ on the lower right when you edit a post. 

A tag is any word or short phrase that is important within or about that post.  These are 
usually much more specific than categories, and help to find specific information on your 
website more easily. 

You can add tags to a post in the same way as you add categories, except you use the 
box marked ‘Tags’ on the lower right when you edit a post. 



 

PART 5: SIDEBAR WIDGETS AND VIDEO 

 

Customising the sidebar (Widgets). 

1. The blog website, there will be a sidebar (on the right with the Twenty Eleven 
theme) with various information such as categories, archives, and your Log-in link.  
You can change this and how it looks. 

2. In the Dashboard tab, the column down the left-side of the page is the main menu 
for the Dashboard. 

3. Click on ‘Appearance’, and then on ‘Widgets’. 
4. You will find a wide range of possible widgets you can use, such as for adding text, 

links, images (eg. logos), subscriptions, tag clouds, and so on.  Each has its own 
options. 

5. Choose a widget that you like, click-and-hold-down the mouse button on it and drag 
it to the position on the right where you want it to show up in your sidebar. 

6. Once it is in the sidebar, you can edit its options. 
7. To remove it, just drag it back to the main box of widgets. 

  

Inserting a YouTube video within a blog post. 

1. Open a new tab or window in your browser. 
2. Use YouTube and find a video you like. 
3. Click on it to go to it’s player page where you can watch the video. 
4. Then click on ‘Share’ a bit below the video. 
5. This will give you a web address (‘URL’) that you can copy. Highlight this text (if it 

isn’t already) and then right click on this text and select ‘Copy’. 
6. Find your post on the dashboard ready to edit it (see the instructions for ‘Updating a 

Post’).  NOTE: you can also click on ‘edit’ on the website page itself to open the 
‘Edit Post’ screen. 

7. Place the cursor where you want the video to appear. 
8. Click on the ‘Add Media’ button above the main text of the post. 
9. On the next screen box, click on ‘Insert from URL’ at the left. 
10. Place the pointer over the box where it says ‘http://’ and right-click, then choose 

paste. 
11. Click on ‘Insert into Post’. 
12. Click ‘update’, and then check the blog website to see if its published. 

 

PART 6:  DEVELOPING THE BLOG WEBSITE 

 

What could we post up for next week?   



Is there something we can look out for or think about during the coming week before next 
week?  Can we take a photograph of it?  Basic categories could be: 

• Humour 
• News 
• Showcase – of work created by someone or an achievement of some kind 
• Interview – of someone about what they do or their role in something interesting or 

their views on something of interest 
• Review – of a book, tv show, film, music, event, talk, park, gallery, walk, … etc. 
• Report – on a recent event, activity, talk, meeting, etc of interest 

 

How to use an automatic camera; key points:  

1. avoid using the flash if at all possible as it usually looks terrible 
2. cameras LOVE light so try not to take a pic in the dark 
3. move yourself and the camera around to get the best angle – side-to-side or up-

and-down 
4. make sure nothing is against a window etc – keep the picture without any areas that 

are too bright or dark compared to other parts of the picture 
5. keep the camera close to the subject so that the subject fills the picture 
6. don’t have the resolution too high in the settings – the internet does not need big 

pictures – they just slow it down 
7. hold the camera steady when you take the picture 
8. look out for the person’s expression and activity (and if the eyes are blinking) – take 

a few shots that are each a bit different (including some that are natural and not 
posed) so you can choose the best one afterwards 

  

 


