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1 Introduction 
This short document contains the instructions on how to sign up to become an author for the AVAS 

blog, and provides an introductory guide on how to write your first article, or post as it is termed in a 

blog.  

If you are unfamiliar with the term blog, I have written a post on the AVAS Blog which explains a 

little bit about it:  http://blogavas.wordpress.com/2011/02/22/first-post/ 

It should be noted that you do not need any specialist technical skills or training to author 

information on the blog.  Although the blog is a website, the complexity has been hidden, and the 

process is as simple as writing a Word document.  

The title of this guide reflects this fact – by reading the document you can go from zero knowledge 

to become an AVAS blog hero, authoring useful content for readers of the AVAS blog.  The name is 

borrowed from the Wordpress.com Zero to Hero guide, Wordpress.com being the platform that 

powers the AVAS Blog.     

Still interested?  If so, the following sections provide step by step instructions to help you get 

started. 

2 Signing up 
Before writing your first blog post, you will need an account on Wordpress.com, the site where the 

AVAS blog is hosted.  This will allow you to create and edit your own set of posts.  Follow the 

instructions below to get signed up. 

http://blogavas.wordpress.com/2011/02/22/first-post/
http://learn.wordpress.com/
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Go to https://en.wordpress.com/signup/ 

Under the Username box, click the “Sign up for just a username” link. 

Type in a username – I suggest <initial><surname>avas  .  For example, John Smith, might create the 

username jsmithavas . The username has to be one that is not already in use on Wordpress.com – 

the web page will warn you if this is the case. 

Type in a password (keeping a safe note of this) and your email address, then click ‘Sign Up’. 

An example screenshot of the form is shown below. 

 

 

Wait for an email from Wordpress.com.  It will ask you to click on a link in the email to activate your 

account.  Click on the link to do this. 

Let me know the email address used to create the account.  You can do this by emailing me, Mike 

Gill, if you have my email address, or filling in the form on the ‘Contact Us’ page:  

http://blogavas.wordpress.com/contact-us/ 

I will then grant your Wordpress.com account author permissions and drop you an email to let you 

know it has been done. 

You are now ready to author your first post. 

3 Authoring a post 

3.1 Logging in 
Go to http://blogavas.wordpress.com , scroll to the bottom of the page, and click the log in link 

under the ‘Meta’ section. 

https://en.wordpress.com/signup/
http://blogavas.wordpress.com/contact-us/
http://blogavas.wordpress.com/
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You should be taken to the AVAS Blog ‘Dashboard’ 

3.2 Adding a new post 
From the menu on the left, click Posts, then ‘Add New’ as shown below. 

 

You will be presented with a page with an input box for a title, and an area where the content for 

the post can be entered, as shown below. 

 

3.3 Basic editing 
Enter a title for your post.  This will be displayed as a title and link for the post on the blog. 

The main text area for entering text acts like a word processor.  You can start entering text. 

There are a number of buttons in the toolbar, as shown in the screenshot above.  If your editor does 

not look like this, make sure the ‘Visual’ tab is active, rather than the ‘HTML’ tab. 
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To display the full set of available buttons, there is a button called the ‘kitchen sink’, which looks like 

this:  .  After clicking this button, a second line of buttons will appear. 

Quite a few of the buttons are self explanatory.  You can make text bold or italic, and create 

different types of heading.  Bulleted and numbered lists are also available. 

3.4 Linking 
If you mention in your post another page on the blog, or an external website, it is important to insert 

a link.  To do this, highlight the text for which you wish to create a link, then click the link button: 

 

You will be presented with a dialogue looking similar to that shown below. 

 

If you wish to link to an existing page or post on the AVAS blog, select it in the list, or search for it 

using the search box.  Once selected, click ‘Add Link’, and the link will be created in the main editor. 

If you wish to link to an external web page, enter the URL, give it a short title (this will appear in a 

pop-up when the link is hovered over), then click ‘Add Link’. 

3.5 Uploading an image 
You can upload photos or other images and insert them in your post.  To do this, position your 

cursor at the position where the image should be inserted, and click the ‘Add an Image’ button: 
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A dialogue will appear that lets you upload an image.  After uploading and choosing the settings, 

click the ‘Insert into Post’ button. 

Note that if you are uploading photos, and you think they might be of general interest outside of 

your post, see the guidance note relating to photos in the Guidance Notes section at the end of this 

document. 

3.6 Saving a draft 
To avoid losing any work, while you are editing a post, you should frequently save.  You can do this 

by clicking the ‘Save Draft’ button in the right hand panel, as shown below. 

 

Your post will still only be visible to you while in draft. 

3.7 Final tasks 
Before publishing your post, there are a couple of tasks you need to complete. 

You need to assign your post to a category.  This will ensure it appears under the correct category 

link when published.  There is a panel to the right of the editor which should look similar to that 

shown below. 

 

Assign the post to one or more categories by checking the relevant boxes.  If you think we need a 

new category, please let me know and assign your post to ‘Uncategorized’ (apologies for the 

American spelling!). 
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You also need to insert a suitable breakpoint.  This controls how much of the post will appear on the 

home page, and should normally inserted after a couple of paragraphs – just enough to get the 

reader interested. 

To insert a breakpoint, position the cursor at a suitable point, and then click the ‘Insert More’ 

button: 

 

A break line will be inserted in the main body of your post. 

3.8 Publishing your post 
Once you are happy with your post, it is time to publish it so that it is visible on the blog.  Before 

publishing, it is best to preview your post by clicking on the ‘Preview’ button in the panel to the 

right: 

 

This will display you post exactly as it will appear on the blog. 

After making any last minute changes, click the ‘Publish’ button and the post will be made visible on 

the blog.  Congratulations – you have now authored your first post! 

4 Guidance notes 
Below are a few guidance notes to assist when authoring a post 

1. Please avoid posting what could be interpreted as sensitive information.  For example, if an 

excavation is in progress, and you want to post some information about it, it is probably wise 

to be extremely vague about the location.  This will protect the site from potential treasure 

hunters. 

2. If you have photos to upload, and you think the photos might be of more general interest, 

the best approach is to have these loaded onto the photo hosting website, Flickr.  These can 

then be linked to from your post.  This saves on the storage space we have allocated on the 

blog site.  AVAS has a Flickr account called blogavas.  Please get in touch with me via the 

‘Contact Us’ page and I can talk you through the process. 
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3. Make use of the break line facility, so that only the first part of a post appears on the home 

page.  A ‘continue reading’ link will be inserted automatically at the break point, allowing 

readers to jump to the full post.   

4. The content of your post does not need to be directly related to AVAS.  For example, you 

might have seen an interesting report on Stonehenge or English Heritage and think it is of 

general interest.  However, your post should be related to archaeology or history or AVAS in 

some way – please don’t post on a recent rugby or football match just because your team 

has finally won a match (if you are a West Ham fan you are probably safe!). 

5. If you want some advice about the content or formatting of a post, save a draft and then 

contact me for advice.  As the blog administrator, I can see all posts, published or in draft. 

6. Don’t be scared.  While your post is in draft, it is not visible on the website. Make full use of 

the ‘save draft’ capability, and preview your post before publishing it. 

5 Resources 
Here are some links to useful resources. 

Wordpress.com zero to hero guide 

 

http://learn.wordpress.com/

