
Getting Started with WordPress  
How to register, comment and post 

NB: screenshots for the public views are from an earlier version of the site, but the steps remain valid. 

 

Register 
 
I have added you all to the site based on the roster as of today. Check your email spam 
folder for an activation link from wordpress@hh2026w.amason.sites.carleton.edu. 
 
If you can’t find the email, you can just log in from the website. Go to the course site and click 
Log in in the META block on the home page and log in using the credentials I sent you via 
moodle.

 
 
Once logged in, you should arrive at your dashboard, which will give you access to the back 
end of our course web site.  I’ve assigned you all the role of Author.  Explore the menu 
options down the left column and see what you can do with this interface from the back end.  
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Change your password 
 
The very first thing you should do is update your password to something secure and memorable.  
 
Go to the Profile option and scroll down to the Account Management section at the bottom. Click 
Set New Password to update the simple one I set.  This site is NOT linked to Single Sign On, so you 
will need to set a unique password and remember it. 
 
By default WordPress will suggest a very complicated but strong password (see below for an 
example). Either copy down this one and save it somewhere you will remember it (or better yet 
use a password manager!), or delete it and type your own. 
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Set your display name 
 
Go to the top of the Profile option and change any information as you’d like.  
 
The most important thing to do here is to set how you want your name to display on the site 
publicly, by setting either the First Name or Nickname fields and choosing the appropriate one. 
Best practice for security is DO NOT PUBLICLY DISPLAY YOUR LOG IN USERNAME 
 
NB: This is a public website so the name you choose here will be attached with your content for 
the course and accessible via public web searches. I would encourage you to use your actual 
name, take ownership of some content on the internet, and put effort into your posts. That said, 
if you are directory suppressed or have other reasons to not share your real name, you can use 
a pseudonym, as long as it is appropriate. 
 
 

 

 

 

 

 

 

 

Front end as an admin 
 
Hover over the site name in the top left and click on Visit Site to 
switch back to the public facing view.   
 
Notice that now you have an Admin bar along the top of the site that shows you logged in and 
lets you add new content or switch to the back end quickly. 
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Post a comment 
 
Find the first assignment under the Lesson Plans menu, scroll to the bottom and post a few 
sentences about how you fared, ask a question you had, or complain (politely!) about 
something you found challenging or frustrating.​
 

 
I have to approve your first comment for it to display, but after that you can comment at will. 
 

Reply to a comment 
 
As you are commenting, react to what your classmates are saying and start a conversation! 
Click “Reply” below an individual comment to leave an indented response, instead of starting a 
new thread.   
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Start a Post 
 
Now you’ll write 
your first post as 
an author rather 
than a commenter.  
Click the + New 
menu on the 
Admin bar and 
select Post 
 
 

Compose your message 
 
Begin composing your message following the Reflective Blog Post instructions, found in the 
box under the link where you found this document on the WordPress 101 page.   
 
The WordPress Block Editor offers many types of content blocks, with different formatting 
options. Click the black plus, choose some blocks, explore the options, and save your draft 
often! 
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Add images 
 
Click a media block like image or gallery and upload or drag and drop the images that you 
saved in Google Drive.  Notice the settings on the right hand side.  You can change the Title, a 
Caption to display below the image, an internal Description, etc.  
 
Most importantly for accessibility, you should always add a descriptive value in “Alt Text” 
which is read by screen readers for the visually impaired.   
 
You can also set an initial Alignment and Size, and decide where a click on the image will take 
you — the default is the full size image file, but you can 
make it any web address you want.  Insert into Post 
when you are satisfied.  
 
Make sure to set at least one of your uploads as the 
Featured Image in the Page settings on the right sidebar,​
 so that your post has a thumbnail for list views.  
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Add links 
 
If you mention specific tools, techniques or resources that have an online presence, add a link 
to those resources with the chain icon. When writing for the web, never type out full URLs, 
but link contextual words that have semantic meaning. 
 

 

Add Category and Tags (REQUIRED for credit)! 
●​ Add the Category for the appropriate Week AND Blog OR Lab Assignment 
●​ Add free Tags to your post based on key topics you covered, e.g. Fusion, 3D modeling. 

Explore your options 
 
Try out the other options in the interface to add style or multimedia elements to your post.  
Here are some ideas 

●​ See if you can embed a video tutorial of a Fusion360 technique you found useful. 
●​ Add a Block Quotation from an article online 
●​ Add styles and sections to visually separate different 

parts of your post. 
 

Publish your post! 
 
When you are satisfied, hit Preview to see how your post will 
look, then Publish to make it live.  Congratulations! 
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