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1 Writing and Submitting an Article 
 
First, log into the WordPress Publishing page at:  www.Claverton-Energy.com/wp-admin/ 

- doing this requires your User Name and Password 

 
 
Then choose “Write a New Post” 
 



1.1 Write your Post  

Using WordPress is somewhat similar to using a word processor like MS Word. The text Editor 
options are at the top, allowing you to format text in a very similar way... using bold, italics, 
headings, bulleted lists etc. 

NB: To keep all the site content in a similar and consistent  format, we prefer you to use the 
default typface (font) and to not alter font colours unless its to emphasize or illustrate a point.  

Before posting any content, please proof-read it for typo's, grammar, punctuation... 

 
– give it an accurate and descriptive Title 
 

 
 
 



1.2 Select the Appropriate Category 

If the Article does not fit an existing Category – add a new one!  

 

1.3 Choose some Descriptive Tags  

 

 
This helps viewers find all articles with related content 



 
If necessary, select additional Tags from Yahoo 
 

 

1.4 Search Engine Optimisation 

In order to help Google et al decide how to assess this article relevancy to specific searches, 
we should;  

• add an accurate Subject Title of up to 70 characters 

• add a brief but accurate Description of up to 200 characters 

• copy the Tags into the Keywords field 
 

 

1.5 Submit Article For Editorial Review 

It’s crucial that what we publish is well-presented, without 
basic errors such as typo’s, spelling mistakes, inaccurate 
punctuation, and grammatical mistakes.  

• You check it… and Submit for Review 

• We check it again… proof-read, assess best 
Category, and decide on release timing… 

 
Its all part of the quest for perfection… 
 
 
 
 
 
 
 
 
 



 

1.6 Manage Posts 

Should you wish to tinker with wording, you can edit your own posts, but not those belonging to 
other authors – theirs are not accessible.   
 

 



 

1.7 Adding Images To Illustrate a Post 

 
It is possible to add images to illustrate a page and / or a post - and highly desirable to do so, 
especially for “human interest” stories.  
 - Use the Add Media / Add an Image tool 
 

 
 
 
Click on “Choose Files To Upload” and select the image you want from your computer.  
Before uploading, crop and resize to the make sure it’s the correct SIZE to fit the page!  
 

• Author’s Images – max 140x200 pixels to maintain consistency 

• Illustrations – max 600 pixels wide to fit in the main column.  
 

 
 
 



 
Click the “Choose file to upload" button and select the image you want.   
 

 
 
Add a descriptive Title and Caption – always use accurate descriptions with keywords to help 
search engine rankings…. 
 



 

1.7.1 Options 1 - For Illustrative Images 

Usually, choose “Centre” and “Full Size” – assuming you’ve edited the image to the correct size 
already! 
Click “Insert into Post”  
 
Once you’ve save the post, you should review the post on the site to ensure it looks like you 
expected  
 
NB: For main column on main pages, images should be no wider than 600 pixels!  
 



 

1.7.2 Options 1 - For Author’s Image 

Click “Left” + Full Size 
Click “Insert into Post” 
Click on the image in the Post,  
 

 
 
NB: For Author Images, these should be no wider than 140 pixels!  
 



 
If you have images loaded, and wish to use them in another page or post, use the “Add an 
Image” button…. E.g.; Author’s with a previous article could use their existing photo. 
 
And then click on the Media Library Tab… 
 
 

 
 
 
Select the image you require by clicking the “Show” button…  
 



 
 

1.7.3 Images – Important Elements 

Don’t miss the opportunity to improve search engine traffic by using images properly!!! 
 
File Name – make it explicit and squeeze in a relevant Tag or Keyword Phrase!  
 - e.g.; renewable-energy-wind-farm.jpg          - NO Capitals, no Spaces!!!!  
Title – Be accurate: Wind Farm – Western Europe 
Caption – this displays under the image…  
 


