How To: Upload a Blog to Wordpress
Starting your blog
A member of the team will give you a username and login for Wordpress and will send you an access link.   









On the dashboard on the left hand side, go to ‘posts’ and click ‘add new’. 







A new post looks like this – 


Each post is divided into ‘blocks’. You can think of these as separate sections or paragraphs. 
Enter your title and where it says start writing, click here and type in your text from your blog. Each time you click ‘enter’ to start a new paragraph, you create a new ‘block’. Do your text first then photos after. 
Block 1 
Block 2
Block 3
Block 4

 
When you click on a block there is a menu above and also to the right. 



[image: ]
More settings in these menus!

Bold/italics 
Changes ‘type’ of block - list, heading, quote etc

Add a link

Click here to drag/move your block around

Changes text alignment (text should always be left aligned!)


Arrows move the block above/below the blocks beside it






Adding images
Before adding images, you need to resize them so they’re appropriate for the website! 
Resize the image so that it is maximum 250KB (as close to 200KB as possible).  This is approximately equivalent to 1280 pixels (long) by 1024 pixels (wide).
Open image – if using a GWL laptop, use the app IrfanView.
In File, select Save for Web.  A dialogue box might open. If it does click Yes.
[image: ]Another box might open that looks like this – 

Click the button circled in the photo above. 
You can then readjust the size. Enter 1280 pixels in the longest side (either length or width depending on the image’s orientation).  The other side will automatically adjust.
Click OK. And Save image to Pictures.
Your picture is now ready to be inserted into your blog! 






To add an image into your blog you can start a new block by pressing enter. If you hover over your new block a black square with a cross in it will appear, and when you click on it there will be a menu (see below). 
[image: test with image block stuff]
Click image, and then click Media Library. 
On the top left of the box that comes up, click on ‘Upload files’, and choose your relevant image to upload. 
[image: ]You will then see the media library with your uploaded image (see below!)

You need to input some information into the menu on the right. 
Alternative text – this is for people who have a visual impairment and is really important for accessibility so please don’t skip this! Please describe the image here. For example, the above would be ‘The words ‘test’ written in all caps in white chalk on a green chalkboard’. 
Title – the name of your image. Make this simple and concise so you can search for it in the future if you need to! 
Caption – This is what is displayed under the image on the blog. This is where you would put credits for the image if necessary. 
Once you’ve entered this info, click Select at the bottom of the menu on the right! 

Once your photo is uploaded onto your blog, you can adjust the image using the menu that appears when you click on it. 
[image: ]







The button in the orange circle adjusts the alignment of the image - 
For blogs with big pictures
	Alignment: None
For blogs with small pictures 
	Alignment: Right 
You can also change the size of the image at the bottom of the menu on the right by choosing thumbnail, medium, large, or full size. Please don’t adjust the image dimensions as it will leave us with inconsistent image sizes! 

Creative Commons Licence:
[bookmark: _GoBack]We are required by one of our funders (National Heritage Lottery Fund) to make all digital materials created by volunteers available under Creative Commons International Licence 4.0. This means anyone can share and adapt the content and makes it more widely available to more people.
To let people know the blog is available under this licence:
· Click to add a new block and “browse all”
· From Reusable Blocks, select Creative Commons HTML
The text will automatically be added. You can see what it will look like once published by going to Preview (top right).

Getting ready to publish 
When you are finished inserting your blog and are ready to publish, click the ‘post’ tab on the top of the menu at the right (next to where it says ‘block’!). 
A few settings need adjusted in this menu so you are ready to publish! 
Visibility – public
Publish – choose the date you want your blog to be published. Check this with a staff team member!
Author – this should already be set as your username for your Wordpress account! If you would like to change this or stay anonymous, let a member of the GWL staff know. 
Categories – this defines where the blog shows up on the website. The default is news, make sure to untick this if not necessary! 
Always tick blog and the ‘placement and volunteers’ category.
If event related – tick blog and other related categories such as lifelong learning, our history, past events
If news related (i.e. updated opening hours) – tick Blog, News, and other related categories
Search through and choose the relevant other categories such as the book review and archives categories!
Tags – these are buzzwords so users can find related content. Type in related tags separated by a comma. 
The most used ones on the website are – ALN, Archives, Art, BME project, Books, Creative writing, Events, Feminism, Fiction, Glasgow, History, Learning at GWL, Library, Lifelong Learning, Literacy & Numeracy, Poetry, Scotland, Scottish writers, Women’s history, Workshops. 
Featured image – this is what will be shown on the website before you click on the blog. Not all blogs have one so far but please do add one! Either choose an image from your blog, or upload a separate image to the Media Library. 
Excerpt – this is the text that will be shown on the website as a ‘blurb’ before you click on the blog. This is normally around 2 sentences. If you don’t write one, Wordpress automatically chooses the first 50 words of your blog. 
Discussion - Almost always allow comments, unless controversial! And allow pingbacks & trackbacks. 



You can now preview your blog to make sure it looks okay! Always check with a team member before publishing it. You can save your blogpost as a draft – Wordpress saves as it goes but it’s always good to make sure! 




image6.jpg
qs | =|B | & - | i prac

You can add new blocks either by clicking enterl




image7.jpg
~1JPG (1194x800 px

File Edil Tools Help

= B ©
Open Save Balch Abcul  Parership

image 145,872 bytes (141.43 KiD) Optimized imagel 23,708 bytes (120.81 KiB)

[Epee |8 or @G

Quality:| <
ndard optir

roma subsamplin Grayscale it
hroma subsamptin O rays OProgressive
JPLG Dptiors Image adjustments

Zoom





image8.png
@ Add New ost < Glesgom Wome: X |+ O = x

<« C O @& womenslibrary.org.uk/gwl_wp/wp-admin/post php?post=67116&action=edit * » @ :

i ’

Test blog B

: Apps M Gmail @ YouTube & GooglDrve B3 Outook 8 Uniemsil [ GoogleCel @ Giasgow Women's.. @ VolumteeratGWLl.. @ Libraryoutlowd @ Wordpress

Me - -

T =] =] narrative.
Paragraph image Qs

Typography ~

‘This is a test blog!
(-} Font size Custom

When there is a new paragraph or photo it is separated into a new blos et Medin & Tt Contact Farm 7 e hd
You can add new blocks either by clicking enter.

Colorsettings v
Start writing or type / to ch k

Y Text settings ~
@ oepan

Toagle to show 2 lrge il leter

Advanced ~

Document — Paragraph

2 2 o &% @ @€ @ O =

@ T YO S





image9.jpeg
Select or Upload Media x
Upload filss  Media Library

Filter media Search testjpg

[ Al dates v [ | TEQ St
. == e e o - Y pixels

AltText

Describe the purpose of the

Image.
e e ]
Caption ‘
Description ‘
e LR | hitpsy/womenslibrary.org ‘





image10.png




image1.jpeg
@ Log In «Glasgow Women's Librai X 4 o — X

<« C O @& womenslibrary.org.uk/gwl wp/wp-login.phpZitsec-hb-token=in o x » @ :

Apps M Gmail @ YouTube ¢ GoogleDrive [§ Outiook BE Uniemail [3 GoogleCal @ Glasgow Women's.. (@ Volunteerat GWL|.. @ Libraryoutioud @ Wordpress

Username or Email Address

‘RenC B

Password

[

() Remember Me

Lost your password?

~ Go to Glasgow Women's Library

GWL Privacy Policy

= 1221
A BB @ B 07/05/2021 % ‘





image2.jpeg
@ Dashboard « Glasgow Women's | X 4+

« C O & womenslibrary.org.uk/gwl wp/wp-admin/

Apps M Gmail @ YouTube & GoogleDrive

8 Outlook

A Glasgow Women'sLibray # 3 4 New [iil Events

Dashboard

WordPress is available! Please notify the site administrator.

Events

5 Categories
Rlec biubrry v
Links

Traditional Marketing Practices
Pages A That Will Work For Your Podcast

Comments (3 Every Podcaster Should Use These

: 10 Marketing Tips Podcasters should
Collection ltems z use marketing practices to grow
their audience. Before
Contact specific...Read more

People and
Organisations

| Gaibitions Premium Podcasting from Apple
and Spotify

April 29, 2021
Profile Off to a somewha
and Spoti
& Tools premium aka pai
iptions. Apple promised an
update in...Read more

mpy start,
o offer

@ MetaSlider

P

The Basics to Monetize a Podcast
Aapril 26, 2021

nd

Advertisements, Sponsorshi
Products, Oh My! There are loads of
websit
make money v

® L 0 H & @ €O = v @

es to help you

https://womenslibrary.org.uk/gwl_wp/wp-admin/post-new.php bl

Uniemail  [& GoogleCal

@ Glasgow Women's.. (@ Volunteer at GWL |

@ Library out loud

Quick Draft AV a4
Title

Content

WordPress Events and News AV A

Attend an upcoming event near you. @

9 Demo + Discussion group: Creating
and Registering Block Patterns
Online

& WordCamp Northeast Ohio Region
Online

9 BeeWUG - Blackburn WordPress
User Group

Tuesday, May 11, 2021
7:00 pm GMT+1

May 21-23, 2021

Wednesday, May 12, 2021
6:30 pm GMT+1

@ Wordpress

Drag boxes here

= 12:22
A B @ 07/05/2021 %




image3.jpeg
@ Add New Post < Glasgow Womer X + o - X

€ X O & womenslibrary.org.uk/gwl_wp/wp-admin/post-new.php * * @ :

© YouTube & GoogleDrive g8 Outiook BH Uniemail [2) GoogleCal @ Glasgow Women's.. @) Volunteerat GWL|.. (@ Libraryoutloud @ Wordpress

Preview - n :
= Post Block X .
\Add tit]e Status & visibility ~
Visibility Public
Publish Immediately

Start writing or type / to choose a block

[ stick to the top of the blog

[ Pending review

Permalink ~
Categories ~
Tags ~
Add New Tag

]

Separate with commas or the Enter key.

Connected posts

Featured image

You can connect different collection items and names_as well as nasts and ather content from across the wehsite.
Waiting for womenslibrary.org.uk...

'PO:%QQ&@OL#&]

= 1222
A BB @ B 07/05/2021 % ‘





image4.jpeg
@ Add New Post < Glasgow Womer X + o — X

<« C O @ womenslibrary.orguk/gwl wp/wp-admin/post php?post=671168&action=edit * @ :

Apps M Gmail @ YouTube ¢ GoogleDrive @8 Outiook BE Uniemail [Z GoogleCal @ Glasgow Women's.. (@ Volunteerat GWL|.. @ Libraryoutioud @ Wordpress

/ero0= o K

= Post Block X -
est 0 Status & visibility ~
Test blog
Visibility Public
Publish Immediately

This is a test blog!
[ stick to the top of the blog

When there is a new paragraph or photo it is separated into a new block!
[ Pending review

Author

You can add new blocks either by clicking enter.

Permalink ~

Categories

Search Categories .
[ 21 Revolutions Podcast =

[ g
Document

E ° O H #*# @ € @ O = =

= 1226
A B @ 07/05/2021 %





image5.jpeg
@ Add New Post < Glasgow Womer X + o — X
<« C O & womenslibrary.org.uk/gwl wp/wp-admin/post.php?post=67116&action=edit * @ :
Apps M Gmail @ YouTube ¢ GoogleDrive @8 Outiook BE Uniemail [Z GoogleCal @ Glasgow Women's.. (@ Volunteerat GWL|.. @ Libraryoutioud @ Wordpress
A B, o-= o
Post Block X
q[  Paragraph
Test blog St it the g bk
narrative.
Typography 2
This is a test blog!
Fontsize Custom
.. - . !
‘ q = 2 = B | & ~ : [arated into a new block!
You can add new blocks either by clicking enterl
Color settings ~
Text settings ~
@) propaap
Toggle to show a large initial letter
Advanced ~

Document — Paragraph

E ° O H =% @ € B QO = =

= 1227
A B @ 07/05/2021 %

i





