
 
 

Adding And Editing Posts On Your Blog 
 
By now you would have created your blog, applied the required 
settings, selected a theme, and added widgets. You also should have 
one Post with your contact information. This post was published as 
STICKY ON THE FRONT of your Blog. (this means that it is always 
the first displayed posting).  
 
The following directions will explain how to add new posts to your 
blog. This may be updated homework assignments, class information, 
lesson materials, handouts, or links to web content.  
 

You will find a video tutorial that supplements these directions on 
http://blogs.jefftwp.org/wordpress/blog-tutorials/ 

 
 

The diagram below labels the various part of a blog page for reference. 
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I. Creating Categories and Posts.  
 
Step 1.  

1. Follow the direct link to your blog or go to http://blogs.jefftwp.org/wordpress  
2. Once you reach either address, find the widget located on the right side of the 

screen called META. In that widget is a link to Login to your blog. If your 
computer remembered your login credentials you may automatically be logged 
into your blog. In that case you will see a link to SITE ADMIN) Click on either 
link. 

 
 
 

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Creating and Managing Categories  
 
 Every blog post that you publish must be assigned to a category. Categories are a 
way to associate postings with a particular class, topic, audience or subject. When 
people visit your blog they will find a category widget on the sidebar. They will click on 
the category that is relevant to them to view postings that are relevant to them.  
 

 
 
 
 
 

3. After you login you will be 
directed the main dashboard 
for your blog. The dashboard 
provides navigation on the left 
and a dashboard view of your 
blog on the right. You can view 
the number of posts, pages, 
categories and storage space 
used on the dashboard. Many 
of these items are hyperlinks 
that will take you directly to 
the content.  

Navigation 
Clicking here will take you directly to your 
posts, pages or categories 

5. You can create as many categories as 
you wish. They do not display on the 
home page until they are assigned to a 
posting. Some teachers make a category 
for each period, subject or course. 
Other possible categories include: 
Articles of Interest, Parent News, 
Homework, Discussions.  

6. A single posting can be assigned to 
multiple categories. That means you can 
create one posting with all of your 
classes homework assignments listed 
separately. You can apply that posting to 
all of your classes by selecting each 
category. This is a much needed time 
saver.  



6. Where do you create and manage categories.  
 
Categories can be created and edited in the POSTS menu. Click on Categories 
 
      
 
 

 
 
 7. Creating and Editing Blog Postings: 
 
After creating your categories you are now ready to add or edit blog postings. This 
task represents 99% of what you will do on the blog once you are past the initial 
setup.  
 
I mentioned above that a single posting can be assigned to more then one category. 
This can be a big time saver. If you have information that needs to be shared with 
more then one class, you do not have to create two posts. You just create one and 
select each category (class) it applies to.  
 
Blog postings are displayed in chronological order in a linear fashion. The best way to 
navigate to relevant postings (as a blog reader) is to select the category that is 
relevant to you. In some cases it is not necessary to keep old versions of postings. If 

1. Type the name of 
the category here 

2. Click on Add 
Category 

3. You can edit your 
categories here 



that is the case you may want to edit an existing post with new information instead of 
creating a new one.  
 
 Example: If you are creating a homework posting on a weekly basis you may not 
need to have a record of the previous week’s homework once the deadline has passed. 
Instead of creating a new posting for homework you can edit last weeks. When you re-
publish the updated post it will assign the current published date.  
 
In the above directions I also mentioned that you can create a single homework 
posting with each of your classes HW assignments listed. You can then apply that 
posting to multiple categories (classes).  
 
 
 
8. How to create or edit a post. 
  
 
 
 

 
 
 
 
 
 
 
 

Under the posts menu you 
have the option to Edit 
existing posts, add a new 
post, and manage categories 

To create a new Post click on 
Add New.  



 
 
 
 

 
 
 
 
 
7. Other options 

 
 

1. Give the post a title here. Ex: 
Homework week of January 11 

2. The body of your post 
goes here.  

3. This icon will display more edit 
format icons 

4. You can insert files (powerpoint, 
word, pdf, movies), hyperlinks to 
websites, and music. Place your mouse 
over each icon for a description of what 
it does. (FYI- There is a separate 
tutorial on the tutorial page for adding 
a file to your blog) 

5. Check off the categories that the 
posting applies to.  

6. Click Publish.  Your posting will now 
be live. Click View your site at the top 
of the page to see your site with the 
new posting. Remember that your 
contact info post is set to be sticky so 
you may need to click on the appropriate 
category to see the posting you just 
created.  

Visibility – This is where you can make a 
post sticky or password protect it.   

Status – This is where you can save a post 
as a draft. While it draft mode only you 
can see the post in the admin screen. You 
can work on it until it is ready to be 
published.    

Comments – At the very bottom of the post entry page is 
an option to turn on comments. Any submitted comments 
must be approved by you before they are posted. You will 
receive an email when a comment is waiting for 
moderation with a link to it.  



 
8. You have successfully added a post to your blog. Below is a diagram that 
highlights where you can add other resources to your blog such as Pages and 
Links.  
 

 
 
 
 
 

Congratulations – You now have a blog with updated content. From this point 
forward you will be primarily only adding or editing posts. If you need any 

further help be sure to visit the tutorial page or contact Doug Walker directly. 

Pages: 
Click here to add static 
pages to your blog. These are 
pages that contain 
information that does not 
change frequently. It could 
be a page of website links, 
information regarding a class 
project, class expectations, 
grading scales etc... Pages 
are displayed as links or tabs 
on the top of the blog. 

Comments 
Click here to manage and 
moderate comments. At this 
time we are not allowing 
comments on our blogs. 
Further information will be 
available when we decide to 
turn this on. Please be sure 
to uncheck “allow comments” 
in your settings and on your 
blog postings.   

Links: 
You can add a Widget to your 
sidebar called Links. In the 
Links menu you can add a 
number of website links. You 
can categorize your links just 
as you do with blog postings.  
 
We recommend you include a 
link widget with links to 
pages within our district 
website.  
  



 


