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This document is meant to be used as a reference guide for any UBC teacher education 

candidate planning to create an e-portfolio. It contains tutorials and tips for using Wordpress.  

 

It was made with the hope that all teacher candidates will be able to utilize this weblog 

format to develop a professional e-portfolio reflective of what you know, what you can do 

and what you believe about teaching. In addition, we hope this manual helps you to create an 

e-portfolio that serves as a capstone, a means to provide evidence that through your work in 

UBC’s teacher education program, you have met the professional standards of the BC 

College of Teachers as outlined in our Attainment of Standards Report (ASR). 
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 WordPress is a blog and content management system (CMS). It is a simple platform that 

you can use to design a professional, interconnected and multimedia enabled e-Portfolio. 

For novice computer users WordPress is a simple platform with extensive functionality. 

It allows more advanced users to design themes and create static web pages using CSS 

and HTML. WordPress is a powerful digital media tool and with it you are able to 

digitally store: photos, documents and slideshows without having to transport and upload 

the content. 
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It is important that you save all of your work as you create your e-Portfolio. You can do 

this by working offline using MS Word, Adobe Photoshop, Adobe Illustrator, or you can 

work in WordPress saving your posts and pages regularly during the process. Ensure 

that you back up the information you upload into WordPress on a hardcopy such as 

a CD or your home computer. Digital storage is not foolproof. Do not risk losing the 

artifacts and reflections you have put your time and energy into creating and organizing. 
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Changing your Profile (Dashboard>My Profile.) 

Once you have received your username and password and logged into the site you will 

want to change your personal information.  

 

Procedure 
1. Open your site to the dashboard view and click on the My Profile icon located in the 
upper right hand corner of your screen.  
2. Make changes to the required forms and then click Update Profile 

 

 

 

 

 

 

 

 
 

 
 
 
 
 
 

Fig 1: changing your profile 
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Privacy  

One of the concerns in developing a professional teaching e-Portfolio is how to maintain 

privacy. WordPress MU has a number of different levels of privacy that you can set. 

 

Privacy Levels offered through UBC WordPress MU 

 

 

 

 

 

Changing your Privacy Settings (Dashboard>Options>Privacy) 

Procedure 
1. Select, Dashboard>Options>Privacy 
2. Select your desired level of privacy by clicking on the box next to the setting 
3. Click Update Options 

 

 

 

 

 

 

 

 

 

 

Fig 1: changing your privacy options 
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The main way to change the look and feel of your site is through changing its theme. A 
theme is a web style sheet that controls the color, layout and even the functionality of 
your e-Portfolio. Currently your blog is set to the WordPress default theme. You can 
choose between many different themes. Themes offer different numbers of columns and 
sidebars, different levels of customization and different widgets. Widgets are HTML 
gadgets that can be added to the theme and can add different functions to the site.  
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Procedure 

1. Go to the dashboard setting and click on Presentation and Theme  
2.  Choose a theme for your site and  
3. Click on it to replace the default one 

 

Fig 2: changing the theme 
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Many of the themes are customizable. You can add image headers, change colours and 
add features.  

Procedure 

1. Select Presentation 
2. Select Theme 
3. Click on Custom Image Header  
4. Click Browse and select an image from your computer.  
5. Select Crop Header  
6. Crop the final image. 
 
 

 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 

 
Fig 3: customizing your theme header 
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A second way to change your site’s appearance is by altering the sidebars. Keep in mind 
that different themes have different numbers of sidebars and different configurations. If 
you do not make changes to your site’s sidebars they will automatically include default 
widgets. 

Procedure  

1. Click on the presentation and widget tabs. When you have done this, WordPress 
will display your sidebars and a widget box at the bottom. 

2. Select widgets from the widget box and drag and drop them into the desired 
sidebar(s) 

3. There is a wide-range of different widgets that you can add to the sidebar. Useful 
ones for developing your e-Portfolio include: 
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Page Pages  

Category  Categories 

Meta Admin options 

�

Fig 4: Changing your sidebars�
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 Posts are associated with blogging. All entries are stored in reverse chronological order 

and can be given multiple categories. Often posts are used to display changing 

information and can include reflections and journals. 

 
Creating a Post (Dashboard>Write>WritePost.) 

Posts are one area where you can write and embed content including:  
·  Word and PDF files,  
·  PowerPoint presentations,  
·  images 
·  scanned artifacts 

 
Procedure 
1/2. Open the Write tab  
3. Give your post a title  
4. Add content  
 
*Click Publish 
 
 

 

 

 

 

 
 
 
 
 
 
 
Fig 5: creating a post 
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An important feature of posts is that they can be categorized. This will allow you to 

search categories on your site. For example if you categorized your posts by the BCCT 

standards you could search an individual standard and all posts related to it would appear.  

 

 
Fig 6: click on a category to compile  

 

You can add multiple categories to a single post so one artifact might be placed in 

number of different categories. Viewers can move through your posts with this flexible 

filing system. 
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Procedure 

1. After you have added an artifact or a reflection you can create a category for it by 
adding a new category into the category box on the right of your screen.  
Remember you can give one post multiple categories.  

2. Click on the check box to select previous categories. 

 

 
 
 
 
 
 
 
 
 
 
 
 
Figure 7: adding categories to your post 
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Pages are static and are organized outside of the reverse chronological blog posts. The 

following table compares pages and posts 
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Outside the blog archives Archived 

Some themes enable tabs Scrolling 

Display pages in the sidebar Display post categories in the sidebars 

Pages can be set to the front page The post scroll the front page by default 

Sub-pages  No subpages 
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Procedure 
In developing a page you can follow roughly the same procedure as a post.  

1. Click on Write  
2. Click on Write Page 
3.  Add content and title the page  
4.  Set the page order  
5. Select the page parent  
6. Select page status  
7. Allow comments 

 

 

 

 

 

 

 

 

 

 

Fig 8: Creating a page 
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To make your e-Portfolio look more like a website and less like a blog you can move a 

page to the front of your site and move the scrolling post to a different page. 

 

Procedure 

1. Select Options and Reading   
2. Select either a post or a static page to appear at the front of your site, select Page 
3. Select which page will appear at the front of your site  
4. Set which page the scrolling blog will appear in  

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 9: moving a page to the front of your site 
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With the manage tab you can manage your pages, posts, categories and uploads. This tab 

controls the order of your pages and posts, and whether they are private or appear to the 

public. You can make edits to your posts and pages here.  
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Procedure 
1. Click on the Manage tab  
2. Click on Page or a Post. You will see a list of pages/posts and you can select 

view, edit, or delete. 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

Figure 10: managing your pages/posts 
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Managing Categories 

From the manage tab you can also add, organize and delete categories. Keep in mind that 

editing or deleting a category will not affect the content. Deleting a category will not 

delete the content. Instead the content will be added to another category it has been 

posted under or to a default category 
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Procedure 

1. Open the Manage tab and select Categories  
2. Select Add a Category in order to add a new category to your site  
3.  This category will not appear until you categorize a post using it. 
4.  Select Delete to delete a category  
5. Select Edit to change the title of a category  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig 11: Managing Categories 
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In WordPress you have the capability to embed artifacts using a wide-range of different 

media. Images and documents can be uploaded directly into WordPress, however; when 

embedding media such as slideshows, video and digital stories you will need to use 

second party applications as described below.  

 

Embedding Pictures in Your Pages and Posts  

(Dashboard>Write>Write Post/Page>Visual Editor) 
 
Procedure 

1. On your visual editor tool bar click on the image of a tree  and a form 
will appear 

2.  Using the form you can set the dimensions, borders and placement of your image  
3. Click Insert to add an image and select Save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12: embedding and editing a picture using a URL 
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Uploading Images (Dashboard>Write>Write Page/Post)  

Using the upload tool bar at the bottom of your site you can also upload images, 

PowerPoint slides and documents.  

Procedure 
1. Open a page or a post and scroll to the bottom where you will find the upload 

console and select Browse.  
2. Choose an image, or doc to upload. Click Open and the image will appear in the 

lower screen of the browser  
3. Click upload to edit your image  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 13: Uploading an Image 
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Adding an Image to a Post or a Page 

Procedure 
1. After you have uploaded an image you can choose where on the page the image 

will be saved. 
2. Choose if the image will be linked to a blank page or only the image itself  
3. Click Send to Editor to send the image to your page or post window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 14: Uploading an Image 
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Editing Images  

In WordPress you can edit images in the visual editor using tabs.  

 

 

 

 

 

 

 

Editing Images Using URL (Dashboard>Write>Write Pag e/Post) 
 
Procedure 
For more precision and ease of use the URL embed tool to edit the size, layout and image 
borders.  

1. Click on the image that you wish to edit and the Tree Button  in your visual 
editor will be highlighted   
2. Click on the Tree Button and edit the images size, layout and borders  

 

 

 

 

 

 

 

 

 

 

 

 

Figure 15: editing images 
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Uploading Files: PDFs, PowePoint  (Dashboard>Write> Write Page/Post)  

Using the upload console you can also add Word docs, PDFs and PowerPoint files as 

links.   

Procedure 
1. Open a page or a post and scroll to the bottom where you will find the upload 

console and select Browse.  
2. Choose a Doc, PDF or PPT file  to upload. Click Open and the file will appear in 

the lower screen of the browser  
3. Click Upload and choose Page or File 
4. Click Send to Editor and your link will appear 

  

 

 

Fig 16: Adding Docs, PPT, PDFs 


