Using WordPress and formatting rules

Create new post 

Once logged into WordPress, select Add New under Posts.

In the first box, where it says Add title, put the headline.

The large, main box is where you add the bulk of your copy or the article.

At the top of it, you should see a task bar with two rows of icons. If there is only one line instead of two, click the icon that looks like a box with lots of small squares or boxes inside it. If you hover over it, it will say Toolbar Toggle.

Once you have two rows, add your entire article to this main box and press Save Draft in the Publish box at the top right.

All articles should have an introduction paragraph of a few sentences in bold that explains what the article is about and is SEO-friendly. 

To make your intro bold, highlight the text and click the B in the top menu bar.

Subheadings

All articles should also have subheads that help to break the article up and are SEO-friendly. Subheads should be in Heading 2. If you need to add subheads within a section, use Heading 4.

Hyperlinks

To add a link, highlight the words you want linked and select the icon that looks like a chain from the menu bar. It says Insert/edit link when you hover over it.

Once you have clicked this, a box will appear for you to add the link or URL to. Press Return once you are done and the linked words will turn a different colour.

If you are linking to anywhere outside of the Plane Tax platform, including social media channels, make the link open in a new tab. To do this, click the cog icon, tick Open link in a new tab, then press Update.

You should link on a keyword or keyphrase and not something meaningless, such as Click here.

Embed videos 

If you want to add a video to your article, or any other form of code, select Text view at the top right-hand corner of the main box, next to Visual. Find where you want to add the video, press Return a couple of times to create a space, and then paste in the embed code from YouTube.

Before you copy code from YouTube, make sure you tick Enable privacy-enhanced mode. This means additional cookies will not be enabled.

If you are not adding your own video but someone else's, check the copyright guide first unless you have express permission.

Jump and anchor links

If you would like to add jump or anchor links, which allow the reader to jump down to a specific place in the article, you will need to add some code.

On the words you want to make clickable, highlight them and click the link button. In the box that appears, put a hash (#) and then a short phrase, with no spaces, linked to the content.

Then, where you want people to jump down to, add this code:

<h2 id="XXX">XXX</h2>

Where the first set of Xs are, add the short phrase you created. Where the second set of Xs are, add the subhead you want people to go down to.

Example:

<h2 id="exampletopic">Example SEO-friendly subhead</h2>

These links are useful for readers, especially if it is a long story, and they are helpful for SEO. If you can, use SEO-friendly phrases when creating the link.

Categories, tags and SEO

Once you have finished tweaking your article copy, fill in the relevant boxes within WordPress.

First, add the article to a category by using the Categories box on the right-hand side and selecting the box next to the category you want. You can select more than one category, but limit it to two at the most. 

If the Uncategorized box is ticked, make sure you untick it.

Add tags in the Tags box. These should be related to the article and SEO-friendly. Once you start typing a word, WordPress will bring up suggestions for tags used in the past. You can also see suggestions by clicking Choose from the most used tags.

Next, fill in the Yoast section for SEO underneath the main box. Adding your main SEO-friendly keyword or keyphrase to the Focus keyphrase box will help you determine whether your article is SEO-friendly. Aim for a green face, rather than an orange or red one.

You will need to add the headline and meta description by clicking Edit snippet in the Yoast box. For the SEO title, use title case consistently according to the Plane Tax style guide.

You will also need to copy the meta description and paste it into the Excerpt box, unless the post type does not use excerpts.

Lastly, check the URL of your article. If you have changed the headline, WordPress might not have saved the change to the URL. You can change it by pressing Edit next to the URL, adding the new URL text, and pressing OK.

Images

To add images, first edit them outside WordPress.

Image sizes can vary on what the website theme is but you should ensure that images on the site are consistent and are not too large. Large images can slow the website down, which can affect search ranking.

When you save resized and cropped images, save them with an SEO-friendly name that describes the image. This helps visually impaired people navigate the site and supports SEO.

Adding a featured image

To add the main image to your article, click Set featured image in the Featured image box on the right-hand side, under the Tags box. This will bring up the media library.

To add a new image, go to Upload files at the top left-hand corner of the window, and then click Select files. You can then choose the images you want from your computer.

Copy the words in the Title box into the Alt text box. You can also add a caption if it makes sense to, although this is usually left blank unless you need to credit a photographer.

Once you are done, select Set featured image at the bottom right-hand corner of the box. If you change your mind, click Remove featured image.

Adding images within an article

To add images within the article, make a space where you want to add the image, and then click Add media at the top left-hand side of the main box.

This will bring up the media library again. You can either upload another image or use one you have already uploaded. Selecting Insert into post at the bottom right-hand side will add it to the post.

The image should appear in the centre of the post. If it does not, click on the image and select Centre.

If you click on the pencil icon, you can edit image details such as the caption or alt text. Do not edit the image size within WordPress itself; do it beforehand, as resizing within WordPress does not always work properly.

Copyright and embedded social media images

Images are subject to copyright, so do not use images you do not have permission to use. 

You can sometimes use images from social media by embedding the code for that image or post. However, it is still best to get the person's permission before doing so.

If you are inserting an image from Instagram, X/Twitter or Facebook, first get the embed code for that image and post.

Instagram

Click on the image, then the three dots in the top right-hand corner, then Embed. Copy the embed code, but make sure Include caption is not ticked.

X/Twitter

Click on the image, then the down arrow in the top right-hand corner, then Embed tweet. This will open a new window. Copy the code from there. Images from X/Twitter will show with the caption, so choose one that is appropriate and related to the article.

Facebook

Click on the image, then the three dots in the top right-hand corner, then Embed. This will open a new window. Copy the code from there. As with Instagram, untick Include full post.

Adding embed code to WordPress

With the code you have copied, add it into your article like you would a video, by going to Text view and inserting it where you want it to appear.

Be aware that the code from some social media sites, particularly Instagram, can be long and tricky to move around if you add it to the wrong place. Plan where your images will go before adding the code.
