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Welcome! 
 
 
 
 
You may have heard that the only thing worse than getting up to go to work is getting up to 
look for work. You have probably also heard the doom and gloom reports on today’s job 
market. It is true that the face of today’s employment search is different from the one older 
generations have faced; the days of “Help Wanted” signs and classified ads are over. The 
market is changing, complex, and seemingly unforgiving. Today, more than ever, job seekers 
are challenged to find ways to distinguish themselves from the crowd. It is time to tap into your 
creativity in order to set yourself apart. 
 
Creating an electronic portfolio is one way to get an edge in today’s job market. In an 
increasingly “online” world,  employers want to see what you can do, not just read about it in 
your cover letter. An electronic portfolio allows employers to quickly see your skills, education, 
and contact information with only a few clicks. For this reason, colleges and universities 
nationwide have begun implementing portfolio requirements as part of their undergraduate 
curriculum. Administrators understand that recent college graduates must learn how to market 
themselves online in order to begin their careers.  
 
So, is having an electronic portfolio really that important? Think of your portfolio as an 
advertisement: you are selling yourself just like TV commercials sell cars, hamburgers, or 
clothing. You want potential employers to “buy” into you. When making decisions about your 
portfolio, you should remember that you are selling yourself as a professional.  
 
As you build your portfolio you need to ask yourself the following questions: 
 

 What do I want employers to know about me? 

 What do employers in the field expect in a portfolio? 

 What pieces do I choose to show my skills? 

 How do I plan to use my portfolio? 

 How can I make more portfolio unique? 
 
Answering these questions and gathering your information before you begin will help you make 
design choices as you build your portfolio. Also, understanding your goals and expectations of 
your portfolio will be important as you continue—taking time to carefully plan will save you 
time in the long run.    
 
Let’s begin exploring WordPress and creating your portfolio.   
 
 
 

Why create an electronic portfolio? 
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Why Choose WordPress? 
 
WordPress was developed as a free blogging site; however, many job seekers and contract 
workers have utilized the online software to showcase their work.   
 
The flexibility and accessibility of the program make it a perfect platform for presenting your 
professional information. WordPress’s online software is accessible to a range of users: it is 
simple enough for beginning users with little or no web design experience and customizable 
enough for advanced users. Additionally, WordPress is free for basic templates and themes 
(after all, you have those student loans to pay!); however, there are many different options for 
users who want to invest in creating something more unique.  
 
 
 
 
This book has been created to help you create a polished, professional online portfolio using 
WordPress. The design of the manual provides basic instructions on how to create your 
portfolio, as well as a guide on how to make sound design choices. It encourages you to explore 
the software to make your portfolio uniquely your own; creating a cookie-cutter portfolio is not 
the goal.  
 
The following are some tips to help you navigate the guide: 
 

 Use the QuickStart guide as both a Table of Contents and a brief overview of the steps 
and information to follow. It will allow you to review basic information when revisiting 
the guide. 

 Use the “How to use this section” to find tips on how to read each section depending on 
your skill level and previous knowledge. You will be able to easily navigate to the 
information you need by reviewing these introductions. 

 Review tips in orange boxes if you are a beginning WordPress user; review tips in blue 
boxes if you are a skilled user. These tips will help you create a stand-out portfolio. 

 Find links and WordPress button names in orange text to easily navigate the Wordpress 
site.  

 Look for commonly asked questions in blue boxes. 
 

Taking the time to learn the software and review sound design principles now will help you 
produce a strong portfolio. Remember, you can always go back to edit, revise, and update your 
portfolio as you add more artifacts and experience.  
 
Let’s get started!   

Why choose WordPress? 

How do I use this guide? 
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QUICKSTART GUIDE 
 
How to use this section 

 If you are a returning user, use the QuickStart guide to review WordPress basics. You 
may refer to the full sections if you need more information on any of the steps.  

 If you are a software savvy user, use the QuickStart guide to jump right into building 
your portfolio. Review full sections as needed.  

 
What you will learn 
The QuickStart guide will provide you with the basic tools to create and customize your 
WordPress portfolio.  
 
 
 
 
 

 
 

1. Go to www.wordpress.com.  
2. Choose a blog address.  
3. Choose a username.  
4. Choose a password.  
5. Sign Up.  
6. Confirm your account.   
7. Choose your settings.  

 
 

 
1. Choose from four different types of WordPress themes: free, premium, frameworks, or 

custom.  
2. Decide if you wish to include a blog component in your portfolio.  
3. Don’t select a theme that is older than two years.  

 
 
 

Review the elements of good webpage design before uploading your template: 

 Layout and formatting 

 Navigation 

 Graphics 

 Links 

 Text 
 
 

How do I use WordPress to build my portfolio? 
 

CREATE A WORDPRESS ACCOUNT                                                                                  PAGE 7                              

CHOOSE A WORDPRESS THEME                                                                                     PAGE 10                               

MAKE DESIGN CHOICES                                                                                                  PAGE 12 

http://www.wordpress.com/
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1. Log into www.wordpress.com.  

2. Select My Blogs. 

3. Select Dashboard.  

4. Click Appearance and Select Your Theme.  

5. Search for your desired theme and select the link once it appears.  

6. Click Activate. 

7.  Select Pages from the dashboard. 

8. Click on Add New. 

9. Type the title of the page and hit Publish. Repeat for each page. 

 

 

1. Log into www.wordpress.com.  

2. Click on My Blogs followed by Dashboard. 

3. Click on Pages. 
4. Click on a section heading.  
5. Click on Add an Image next to Upload/Insert.  
6. Click Select Files. 

7. Type the artifact’s description to the right of the post. 

8. Repeat steps 4 - 7 to upload the entire pdf of your artifact. 

9. Click the link and the browser page will turn into a pdf of the whole artifact. 

10.  Hit Enter a few times on your keyboard and repeat steps 4 - 7 to continue uploading 

your artifacts, their descriptions, and thumbnails. Repeat steps 1 –11 for each page 

within your site.  

 
. 

 
1. Resize your graphics.  
2. Make all images 72 dpi.  
3. Create thumbnails images of larger images.  
4. Convert any graphic text to stylized text.  
5. Include any copyright information about the images and content. 
6. Create alt tags for all of your images.  

 

 

UPLOAD AND CUSTOMIZE A THEME                                                                             PAGE 17  

CHOOSE AND OPTIMIZE IMAGES                                                                                   PAGE 33 

UPLOAD CONTENT                                                                                                            PAGE 25  

http://www.wordpress.com/
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     Use the table of “Commonly used HTML tags” to review HTML coding basics. Use HTML     
     coding to customize your portfolio. Research additional resources as necessary. 

 
 
 

 
1. Choose which HTML Plugins will be best for your portfolio.  
2. Go to Plugins, Add New and search for the WordPress Plugin you wish to add once 

you’re FTP information is complete. 
3. Click Details under the Plugin name.  
4. Click Install under the Plugin name. 
5. Enter the access information and proceed when WordPress prompts you. 
6. Click Activate to go live with the Plugin. 

 
 
 
 

USE HTML  TO CUSTOMIZE YOUR PORTFOLIO                                                            PAGE 36  

ADD PLUGINS                                                                                                                    PAGE 38 

GLOSSARY                                                                                                                           PAGE 43 

GET HIRED!                                                                                                                         PAGE 42 
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CREATING A WORDPRESS ACCOUNT 
 
How to use this section 

 If you do not have a WordPress account, use this section to create your account and 
customize your settings.  

 If you already have a WordPress account, skip this section.  
 
What you will learn 
At the end of this section you will have created your WordPress account and will be ready to 
begin customizing your portfolio.  
 
 
 

 
You should know that there are two different websites associated with Wordpress: 
www.WordPress.com  (free blogging website) and www.WordPress.org (software that allows 
the user to have more freedom and control with their site. WordPress.org requires a third-party 
provider, which charges a monthly fee). For this tutorial’s purposes, make sure you are using 
WordPress.com. 

 
1. Go to www.wordpress.com and click the orange  

Get Started Here button on the left side of the screen. 
 

2. Choose a blog address. Your address will appear in the address bar of the search engine. 
For your professional portfolio, it is best to create an address with your name. Play with 
variations using your name or initials to find an address that someone else has not 
already used. You may change the blog address at a later date. 
 
HINT:  Make sure you say “No thanks, I’ll use the free wordpress.com address” as shown 
in Figure 1 and that the blue drop-down menu is on “wordpress.com” as shown in figure 
2. 
 

        
   Figure 1: Select Free Wordpress.com option.           Figure 2: Select wordpress.com address. 

  
 
 

How do I set up my WordPress account? 

http://www.wordpress.com/
http://www.wordpress.org/
http://www.wordpress.com/
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3. Choose a Username. You will be the only one who can see your username, so it can be 
anything you’d like. 
 

4. Choose a password. Use the indicator bar directly above the Confirm field to gauge the 
strength of your password. You run less of a risk of someone hacking into your account 
if you create a strong password. 
 

5. Fill in the email address field. This will be the email associated with your site.  
 

6. Choose the language you’d like your portfolio to be in. 
 

7. Click the orange Sign Up button.  
 

8. Confirm your account.  Open the WordPress email in the email account you used to 
register. Click the link in that email and you will be taken to the dashboard section of 
your WordPress site. This dashboard section is where you will manage your portfolio. 

 
9. Choose your settings. Click the Settings link at the bottom left side of the screen (Figure 

3). You may also access setting information from the Some Helpful Resources section of 
the dashboard (Figure 4). You can now create a tagline, upload a photo, place your logo, 
among other options. Use Your Profile to set up more of your personal information.  

 
 

 
 Figure 3: Begin customizing your settings. 
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Figure 4: Begin customizing yours settings through the Dashboard resources.  

 

 
 
 
You are now ready to design your portfolio! You have set up your account and modified your 
settings; it is time to review design principles before you start building your  
portfolio.  
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CHOOSING YOUR WORDPRESS THEME 
 
How to use this section 

 If you know nothing about the variety of WordPress themes, briefly read about the four 
different themes below. 

 If you know which type of theme you will use, you are ready to move on to the 
Designing Your Portfolio section.    

 
What you will learn 
At the end of this section, you will have learned about the different theme options available for 
WordPress portfolios.  
 
 
 
  

1. Choose from four different types of WordPress Themes:  
 
Free 
WordPress offers a variety of free themes to choose from.  They are fast and easy to 
install; though, you might need to use some code to modify certain aspects of the 
theme to your specifications.  
 
Premium 
A premium WordPress theme can cost from $25 and up. These themes are the optimal 
choice for presenting a digital portfolio because WordPress keeps them updated. Once 
you have selected and purchased the theme, you will be able to join a forum to get help 
with questions you have about your site. The other advantage of a premium theme is 
that the designer will update it so that it remains current with the WordPress software 
updates. 
 
Frameworks 
Frameworks are coded themes around which you can build your portfolio. If you are 
already familiar with programming code and want to focus on installing your own 
design, Frameworks are a good choice.  
 
Custom 
Custom themes are one-of-a-kind. They are built specifically for the features you want 
included in your portfolio. Pricing for these themes generally starts around $1,000. The 
advantage to having a custom theme built is that it will be uniquely yours, unlike a free 
or premium theme. 

 

How do I choose a WordPress theme? 
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2. Decide if you wish to include a blog component in your portfolio. Choosing a 
blogging feature will change the way you display your artifacts and update your 
digital portfolio page. 

 
3. Don’t select a theme that is older than two years. You don’t want the theme to be 

outdated and unsupported. 
 
 

 
 
You are now ready to begin making more specific choices about your WordPress portfolio. 
The next section will prepare you to implement good design rules to market yourself to 
potential employers. 
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DESIGNING YOUR PORTFOLIO 
 
How to read this section 

 If you have picked your theme and are familiar with good web design, test your 
WordPress portfolio theme with the questions at the end of the section. 

 If you need to remind yourself of the basics of good design, review the following 
section. 

What you will learn 
At the end of this section, you will have chosen a theme that best represents you as a 
professional. You will have reviewed the elements of good including layout, navigation, color, 
and organization and studied examples of strong portfolio design. 
 
 
 
 

Review the elements of good webpage design before choosing your theme: 
 

 Layout and formatting 

 Navigation 

 Graphics 

 Links 

 Text 

     Layout and Formatting 

 Pick a simple page layout with no more than three columns. Any more will be 
overwhelming for the user. Columns keep the content organized and break up large 
blocks of text to make them more readable.  

 

 Create a hierarchy of information. Good layout uses the columns and positioning in 
the columns to make important content stand out. The most important information 
that you want the user to read should be above the fold or above the page’s cut-off 
line when it is open in a browser. If the user has to scroll down the page to see it, 
they won’t think that information is as important.  

 
 
 
 
 

 
 
 
 

How do I make good design choices for my portfolio? 
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    Navigation  
 

 Create clear navigation bar. The nav bar should be 
visible immediately when you look at the webpage; it 
can be above or below your header or in a side column. 
The nav bar should also be in a fixed, consistent position 
across all the pages of your site. Examine the links used 
in the nav bar in Figure 1. 
 

 Choose page links for your nav bar. These could be 
home, about, resume, portfolio, writing, design. Be 
careful how many links you use because it can become 
crowded and confusing.  

 
 

 
Figure 1: Portfolio site example with links to artifact content and contact information. 

 

Graphics 
 

 Balance your graphics. Use both color and contrast to make the most important 
content stand out. Don’t overwhelm your user with graphics that aren’t an 
important part of your portfolio. You will find more information on images in the 
Choosing and Optimizing Images section.  

 
 
 
 

You may also want to 
include the links you have 
chosen in the footer at the 
bottom of the webpages to 
help the user stay oriented. 

While the portfolio in Figure 
1 has good organization and 
is personalized in a unique 
way.   
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 Links 
 

 Make the page links contrast with the background. Avoid link colors that are too 
similar to the background: the eye skims over similar colors more easily than 
contrasting ones. Some people find links easier to identify if they are underlined as 
well as being a different color.  

 
Figure 2: Portfolio site example including blog feature and links to artifact content. 

 
 

Text 
 

 Use text that it is big enough to read—but not too big.  Also, text that is too close 
together will lead your user’s eye down the lines without actually reading and text 
that is too far apart can make users lose their place.  
 

 Don’t let your text touch other elements.   Your theme will have built in spacing, 
called padding, to make sure the text doesn’t touch other elements like graphics. 

 

 Choose your font carefully. The general text rule is that san serif font is easier to 
read than serif font. Whichever font you choose, make sure it is easy to scan. 
Webpage users scan the page rather than reading every single word.  
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Figure 3: Beautifully designed portfolio website—simple, dynamic through contrast, 

ordered in an information hierarchy, and including contact features.  
 
 

 

 
Figure 4: Notice the navigational hierarchy here: the basic portfolio genres are links located on the nav bar, then 

the sub-genres are identified in a mini nav bar within the page and in the left sidebar. 

 
 
 
 

The use of only three main 
colors in the overall 
portfolio design, blue, gray, 
and black, creates a clean 
and professional style. 

This portfolio is an excellent 
example of a writing and/or 
design portfolio. Note that it 
does not contain a blog 
feature. 
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Figure 5: Ask yourself the test questions above about this portfolio site. What does it do  
well? What changes would improve it? Can you tell what kind of portfolio site it is? 

 
 
  

You have now reviewed design principles and incorporated them into your portfolio 
design. You are now ready to begin building your portfolio from a WordPress theme. 

Test your portfolio design with these questions: 

 Where does my eye go first? 

 Is this what I want my viewer to see first? 

 Can I easily find the navigation bar? 

 Do I easily understand how the site is organized? 

 Is the most important content easy to see? 

 Is the text easy to read? 

 Can I find my place on the webpage easily? 
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UPLOADING AND CUSTOMIZING A THEME 
 
How to read this section 

 If you do not need help using a WordPress theme, skip ahead to Choosing and 
Optimizing Images section.  

 If you have never used a WordPress theme, review this section for step-by-step 
instructions.  

 
What you will learn 
At the end of this section you will have learned how to produce your portfolio using the free 
WordPress templates Quintus.   
 
REMEMBER these free WordPress templates don’t allow you to make changes to the layout. 
You can upload content in the same format that all blogs appear in: by their post date. Each 
page of your site will be a scrollable page with each post dedicated to a single artifact. Viewers 
will have to scroll through the whole page to see your artifacts under their respective sections.  
 
 
 
 

1. Log into WordPress.com.  

 

2. Click on My Blogs (Figure 1) on the top left side of the page. Your portfolio will appear 
directly under the “My Blogs” tab. You will see the name and address of your blog under 
the tab along with links allowing for you to manage your portfolio (Figure 2), and your 
user name at the right top-hand side of the screen (Figure 3).  

 

 
 

         Figure 1: Find your blog from the home page. 

 
 

How do I use a free WordPress template? 
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Figure 2: Identify information and links on the home page. 

 
 
 

 
 

Figure 3: Identify your user name on the home page. 
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3. Click on Dashboard (Figure 4). The dashboard is where you will manage your site.  

 

 
 

Figure 4: Identify dashboard link on homepage. 

 
4. Click Appearance link on the left side of the page or Select Your Theme on the right 

side of the page (Figure 5). The new page is the Manage Themes page where you can 

browse themes. 

 

 
Figure 5: Identify “Appearance” and “Select Your Theme” links in dashboard. 
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5. Once you have decided which template to use, type “Quintus” in the search box and 

hit the Search button (Figure 6). Click on the link that appears once the search is 

complete. Your page will appear in that theme in a new window.  

 

 
      
Figure 6: Search for or browse themes. 

 

6. Click Activate Quintus at the top right side of this new window.  

 

 
 

Figure 7: Activate “Quintus” theme.  
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7.  Go back to your dashboard and click on the Pages link (Figure 8) on the left side of the 

page. This area of your dashboard is where you’ll set up pages where potential 

employers will navigate between to sample your work.  

 
8. Click on Add New underneath Pages (Figure 8). 

 
 

 
 

Figure 8: Go back to dashboard and add pages. 
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9. Type “Graphic Design” in the title field of the page and hit Publish (Figure 9). This page 

will now be dedicated to your artifacts you will use to showcase your graphic design 

work. 

 

 
 

Figure 9: Name and Publish your page. 

 

10. Repeat steps 8 and 9 to add the pages “Writing”, “Internships”, “Resume”, and 

“Contact”. You now have the basic template for your portfolio using the “Quintus” 

theme. Go ahead and preview your portfolio by clicking on the name of your portfolio at 

the very upper left side of the page (Figure 10).  
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Figure 10: Preview your portfolio. 

11. If you want to change the order of your page listing in the navigation bar in your 

portfolio, go to Pages, scroll over any given page, and click Quick Edit (Figure 11). Once 

there, change the field titled “Order” to the number you’d like it to appear in the 

navigation bar (Figure 12). Notice that the change won’t be reflected within the “Pages” 

section of your dashboard. It will only appear when you preview your portfolio. 

 
Figure 11: Quick Edit your pages. 
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Figure 12: Order your page 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

You now have the basic template for your portfolio using the Quintus theme. You 

are now ready to begin uploading content to your portfolio.  
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UPLOADING CONTENT 
 
How to read this section 

 If you do not need help uploading and organizing your artifacts into WordPress, skip 
ahead to Choosing and Optimizing Images section.  

 If you have never uploaded and organized content into WordPress, review this section 
for step-by-step instructions.  

 
What you will learn 
At the end of this section you will have learned to upload artifacts to your portfolio.  
 
 
 
 

 

1. Log into www.wordpress.com and click on My Blogs followed by Dashboard to get you 

into the Dashboard section of your site. 

 
2. Once in the Dashboard, click on Pages on the left side of the screen (Figure 1). 

 

 
 

Figure 1: Go to the Pages section in dashboard. 

 
3. Click on Writing (Figure 2).  

 

How do I upload content to my template? 

http://www.wordpress.com/
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Figure 2: Edit “Writing” page of the portfolio. 

 
4. Click on Add an Image next to Upload/Insert (Figure 3). A new, smaller screen will 

appear and your dashboard will grey out. Once you upload files from your computer 
(Figure 4), they are saved to your gallery (Figure 5). 
 

 
 

Figure 3: Add an image within a page. 
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Figure 4: Upload pictures from your computer. 

 
 
 
 
 

 
 

Figure 5: Upload pictures from your gallery. 
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5. Click Select Files (Figure 6) to find the image you’re using on your computer. It’s a good 

idea to use the first page of your artifact as the image.  Make the first page of your 

artifact a pdf, and convert that into a jpg. Don’t worry about putting text in the 

“Alternate Text”, “Caption”, or “Description” fields (Figure 7). 

 

HINT: You’ll need the full version of Adobe to convert word files to pdfs and jpegs. 
 

 
                                                    Figure 6: Select files to upload. 

 

 
        Figure 7:  Don’t fill in “Alternate Text”, “Caption”, and “Description” field 

Make a pdf of the first page 
of your artifact by following 
these steps:  
1. Convert the word    
    document by saving into a    
     pdf.  
2. Open the pdf file and go to   
     Document > Extract Pages. 
3. Fill in both the empty fields  
     in “from _to _ “ with the  
    number #1. 
4. Click on the box that says   
    “extract pages as separate    
      files.”  
Adobe automatically saves 
the  file on your desktop. 
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6. Select the alignment to be on the left and the size of the image as either “Thumbnail” 

or “Medium” (Figure 8).  

 

HINT: It’s standard for on-line portfolios to have a small picture of each artifact, a 

description (also called a “tag”) somewhere close to the artifact, and a link to the full 

artifact (the picture could be a rollover link). In WordPress it’s a good idea to choose 

“Thumbnail” or “Medium” so that the picture is an appropriate size in relation to your 

description and link. 

 

 
Figure 8: Align and size the image 
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7. Click Insert into Post (Figure 9). You’ll see now that the image has inserted in the upper 
left corner of the post. 
 
HINT: If you click “Save Changes” after you’ve uploaded your image, it will simply save it 
in your gallery rather than putting it in your page as a post.  
 

 
Figure 9: Insert image into the post 
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8. Type the artifact’s description to the right of the post (Figure 10).  

 

 
 

Figure 10: Type a “tag”, or description, of your artifact. 

 

 

9. Repeat steps 4 - 7 to upload the entire pdf of your artifact (Figure 11). (WordPress 

inserts pdfs as links.)                                        

 

 
 

Figure 11:  Inserting a link to the artifact pdf into portfolio 
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10. Click the link and the browser page will turn into a pdf of the whole artifact. To return 

to your site you have to click the back button on the browser.  

 

11. Hit Enter a few times on your keyboard and repeat steps 4 - 7 to continue uploading 

your artifacts, their descriptions, and thumbnails. Repeat steps 1 –11 for each page 

within your site. Play around with layouts.  

 
HINT: Playing with the layout of a page in WordPress is exactly the same as playing with 
the layout of a word document. Maneuver throughout each page as though you were 
doing so in Microsoft Word. 

 

 

 
 
 
  

You have learned uploaded content to your page. You are now ready to begin 
choosing and optimizing your portfolio images.    
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CHOOSING AND OPTIMIZING IMAGES 
 
How to read this section 

 If you have not yet chosen your images, or need help deciding which ones, read through 
both the Choosing Your Images and Optimizing Your Images sections.  

 If you have chosen your images and need to optimize them only, skip the Choosing Your 
Images section and read the Optimizing Your Images section only.  

What you will learn 
At the end of this section, you will have chosen the best images for your portfolio and 
optimized them for quick loading.  
 
 
 
 
Choosing Your Images 
 
Choose graphics that emphasize your experience and your artifacts. 
Remember that the images you choose will guide the viewer’s eyes 
depending on the information or content hierarchy you have created. 
These graphics could include: 

 A headshot 

 Pictures of your design work 

 Your logo or brand graphic 

 Images that convey the tone or style you have chosen 
 

Use stock images or photos.  You can use stock images or photos; 
however, stay away from graphics that you see used frequently. 
Remember you want the graphics you choose to make your 
portfolio stand out. Also, get the right-sized image when 
purchasing: don’t buy a very small image at 72 dpi to save money 
and use it to fill a seven-inch wide header.  
 

How do I choose images for my portfolio? 

Dpi stands for dots per inch. The 
resolution of an image is 
determined by the number of 
dots per inch. Computer screens 
have a consistent dpi of 72. No 
higher resolution is needed. 

You may want to include 
fewer images in the design 
and just include the images 
of your work for a simplified 
appearance. 
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Figure 6: Alex chose an engaging image for her digital portfolio header; however, the blog appears mostly to be about coffee, 
not about her work. Is this blog about Alex or coffee? Also, the placement of Alex’s headshot, at the bottom of the browser 

window, is not completely above the fold. How does this image placement affect the way you view Alex’s headshot?  

 
Optimizing Your Images  
  

1. Resize your graphics. Resize all images in your editing 
program (i.e. Photoshop or Illustrator. There are two 
main kinds of image forms that you will use, gifs and 
jpegs. Both of these forms compress your image; the 
difference between them is how they compress the 
data. A gif file compression is best to use when you 
have a large background or area of continuous color. A 
jpeg file compression will best optimize photographs or images with fine gradations of 
color.  
 
 
 
 
 
 

Do not edit in your webpage 
program; most will make the 
image smaller but not 
compress the files, so the 
image will still load slowly. 
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2. Make all images 72 dpi. You can find the resolution of your image by accessing the 
image information in your editing program. Any image 
posted on the web does not need to be any higher than 
72 dpi unless you are placing it on the page or server for 
someone else to download and print it. These images will 
generally still be compressed, however, if they are in a pdf 
or other word document file. 
 

3. Create thumbnails images of larger images. Placing thumbnail place-holder images on 
the main pages of your site will allow the site to load faster. If your user wants to view a 
larger picture of the image, link your thumbnail image to a larger one. 
 

4. Convert any graphic text to stylized text. This technique optimizes your images allowing 
the page to load quickly (graphic text is still a graphic, so converting it to a stylized 
format will flatten and optimize it), and still allows the user to see a larger image if they 
need more detail.  
 

5. Include any copyright information about the images and 
content. This might include placing watermarks on your 
designs and photos or a written copyright notice in the 
footer of your webpage. 
 

6. Create alt tags for all of your images. When you label each 
image, choose a concise, descriptive title. These alt tag titles 
will help both your users and search engines to identify the 
content. 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Though compressing and 
optimizing images takes time, 
it will greatly improve your 
website by creating fast-
loading and organized content. 
 

You have learned how to choose the best images for your portfolio and optimize 
them for web viewing. You are now ready to begin building your portfolio from a 
WordPress template.   

SEO or search engine 
optimization is important 
to be aware of when styling 
your portfolio. Make all 
your link text words (called 
keywords) that refer the 
subjects of your portfolio, 
such as writing, design, 
contact, resume). This will 
tell the search engines 
what your website is about. 
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USING HTML TO ENHANCE YOUR PORTFOLIO 
 
How to read this section 

 If you have done basic webpage design using HTML and you are ready to begin 
customizing your WordPress portfolio with programming code, read this section as a 
brief overview of using HTML in WordPress.  

 If you are a beginning WordPress user or have not used HTML before, you may not want 
to begin using HTML in WordPress. This section is not intended for first time HTML 
users. 

What you will learn 
At the end of this section, you will have learned or reviewed basic HTML coding, which can be 
used to edit your WordPress portfolio.  
 
 
 

 
Your WordPress portfolio is made up of two components: HTML and CSS. The content 
for the site is HTML. The design of the site, sometimes called the skin, is CSS. This 
tutorial recommends using one of the existing WordPress templates unless you have 
prior experience with CSS (see page 14 for more on templates).   
 
WordPress has two editing modes: visual and HTML. The visual editor looks like the 
page when it is published, so you don’t need to know HTML to edit your site. You can 
just highlight content and edit it. The HTML editor is more robust and allows you to add 
additional code to enhance your WordPress site with customized features like tables. 
 
HINT: Switch to the HTML editor by clicking the HTML tab in the upper right hand corner 
of the Edit screen.  
 
HINT: You cannot add HTML code in the visual editor. If you enter code into the visual 
editor, it will appear as text and not be translated into code when the page is published.  
  
 
 
 
 

How do I use HTML in my portfolio? 
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You don’t have to know HTML to build a WordPress website, but it is helpful to have a basic 
understanding of HTML so you can enhance or personalize your portfolio. Knowing some HTML 
allows you to edit and update your portfolio faster and add more advanced features to make your 
portfolio stand out. 

 
 
 
 
 

Commonly used HTML Tags 

Commonly Used HTML Code 
<html> starts every HTML page 
</html> closes every page 
 
HTML documents have two sections:  
1.     Headers 

<title> 
</title> 
<head> 
</head> 

2.     Body 
<body> 
</body> 
<h1> </h1> internal heading tags (heading types only go up to 6) 
<p> </p> paragraph (paragraph is double spaced, break is single spaced) (p 
tags should enclose all body text) 
<br /> break (if you put a slash before the closing of the tag, it opens and 
closes the tag) 
<a> </a> link (anchor tag) (must have attributes) 
attribute: coding inside a tag after a space. Ex <a href=”http://sample.com” 

3. Lists 
<ul> </ul> unordered list (bullets) each item in the list must have a list item 
tag <li> Item 1 </li> 
<ol> </ol> ordered list (numbered) each item in the list must have a list item 
tag <li> Item 1 </li> 
<ul> <li>sub-list item 1</li> </ul> sub-bullet in list 

4. Tables 
 <table> 

</table> 
<tr> </tr> tags to divide table into rows 
<td> </td> tags to divide data cells 

You have learned how you can use HTML to enhance your portfolio. You are now 
ready to add Plugins in to your site. 
 
 
 
 

http://sample.com/
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Using Plugins  
 

How to read this section 

 If you have done basic webpage design or are familiar with WordPress and are ready to 
begin customizing your portfolio with Plugins, read this section as a brief overview of 
adding Plugins in WordPress.  

 If you are a beginning WordPress user or have not done any web design before, you may 
not want to add any WordPress Plugins to your portfolio. However, this section will 
provide you with the necessary instruction on how to add Plugins to your portfolio if you 
would like to do so.  

What you will learn 
At the end of this section, you will understand the basics of using WordPress Plugins in your 
portfolio. You will also know which Plugins to use and how to install them.  

 

You can enhance your portfolio by adding extra WordPress features using Plugins. 
Plugins are pieces of code that provide extended functionality, like adding SEO terms to 
your site, and there are thousands of WordPress Plugins available for free. Plugins are so 
diverse in their functionality that you can achieve just about any function on your site 
using Plugins. Plugins can range from tools to remove or add functionality to a website, 
you just have to find the Plugin that will do what you want. 
 
HINT: There are hundreds of sites online that list WordPress Plugins. For a full list of the  
WordPress-approved Plugins, you can search the WordPress Plugin Library. 
 
 
 
 
Choosing HTML Plugins for Your Portfolio 
 

There are literally thousands of Plugins available online. Once you have an idea of what 
you want your portfolio to do, you can search for Plugins that will help you make the 
most of your portfolio pieces. The following is a sample of available Plugins:  

 Share Google, Twitter, Facebook, and social sharing: Adds a set of icons 
and widgets at the end of your post for your readers to share. 

 Syndicate Press: Includes RSS, RDF or Atom feeds directly in your 
WordPress posts or pages. 

How do I choose which Plugins to include in my portfolio? 

How do I use Plugins to enhance my portfolio? 

http://wordpress.org/extend/plugins/
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 NoSpamNX: Blocks automated spambots from commenting on your 
WordPress site 

 Meta Keywords Generator: Helps your SEO by adding meta keywords tag 
to each page, post, archive (category, tag, date, day and year). 

 XCloner Backup and Restore: Backs up and restores both files and 
database for your WordPress site. 

Sample Graphic or Web Design Portfolio Plugins 
If you’re working on a portfolio to demonstrate your design skills, you may want to 
include these Plugins: 

 Slideshow: Pulls attached images into a nicely designed slideshow. 

 Awesome Flickr Gallery: Creates a gallery of your Flickr photos in your 
portfolio. 

 Zanmantou: Allows the addition of video and audio to a WordPress 
website. 

 
Sample Writing Portfolio Plugins 
If you’re working on a portfolio to demonstrate your writing skills, you may want to 
include these Plugins: 

 Twitter: Displays your writing-related tweets in your sidebar. 

 Meta SEO Pack: Emphasizes your keywords to drive more traffic to your 
portfolio. 

 Quote Rotator: Puts rotating quotes from your samples on your sidebar.  
 

Sample Public Relations or Marketing Portfolio Plugins 
If you’re working on a portfolio to demonstrate your PR or marketing skills, you may 
want to include these Plugins: 

 Vertical Scroll RSS Feed: Creates a list of links to your work from other 
sites on your sidebar. 

 Badge: Displays the badges of PR or marketing societies to which you 
belong with links to the websites on your sidebar. 

 LinkedIn Resume: Pulls your resume from LinkedIn and posts it on your 
portfolio. 

 
This list is just a sample of the thousands of Plugins available for WordPress. To view the 
whole list, go to the WordPress Plugin Library. 
 
 
 
 
 
 
 

http://wordpress.org/extend/plugins/
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The easiest and recommended method is to automatically install a Plugin through 
WordPress, but you can also manually upload a Plugin through WordPress. 

To automatically install a WordPress Plugin, you’ll need to have the following FTP access 
information at hand: 

 Server Hostname for FTP access 

 FTP Username (not the same as your WordPress password) 

 FTP Password 

 Connection Type (FTP, FTPS (SSL)  

Automatically Installing a Plugin in Your Porfolio 
 

1. Go to Plugins then Add New and search for the WordPress Plugin you 
wish to add once you’re FTP information is complete. 
 

2. Click Details under the Plugin name. You can now view information 
about the Plugin, installation help, applicable WordPress versions, etc. 
 

3. Click Install under the Plugin name. 
 

4. Enter the access information and proceed when WordPress prompts 
you. If the Plugin installs correctly, your screen will say the Plugin is 
installed and awaiting activation.  

 

5. Click Activate to go live with the Plugin. 

 

 

 

 

 

 

 

If the Plugin fails to install, you 
will get an error message. 
Check to make sure that your 
Plugin, your version of 
WordPress, and your server 
are compatible. You can try 
automatically installing again 
or manually install the Plugin 
using the instructions in How 
to Install a WordPress Plugin. 

 

How do I install Plugins into my portfolio? 

The easiest and 
recommended method is to 
automatically install a 
Plugin through WordPress, 
but you can also manually 
upload a Plugin through 
WordPress or manually 
upload a Plugin using an 
FTP theme. for instructions 
on the other two methods, 
read How to Install a 
WordPress Plugin. 

 

http://urbangiraffe.com/articles/how-to-install-a-wordpress-plugin/
http://urbangiraffe.com/articles/how-to-install-a-wordpress-plugin/
http://urbangiraffe.com/articles/how-to-install-a-wordpress-plugin/
http://urbangiraffe.com/articles/how-to-install-a-wordpress-plugin/
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Customizing your WordPress site using Plugins will help you create a portfolio that 
functions exactly the way you want it to and help you stand out among the thousands of 
other sites. Knowing how to find and install Plugins that will enhance and personalize 
your site allows you to control your brand and the information you publish on your site.  

You have learned how to automatically install a Plugin to your WordPress portfolio. 
As you become more familiar with WordPress, you can continue to enhance your 
porfolio with Plugins and HTML for further customization.  
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Congratulations! 
 
You have now completed a professional portfolio using WordPress. Your portfolio can be used 
to showcase your skills as a communication student and professional to employers, graduate 
schools, and other professionals. As you begin looking for employment, you will want to 
encourage as many people as possible to visit your site.   
 
Using social media such as LinkedIn, Facebook, and Twitter is an another way to reach 
employers and other communication professionals. Many guides and resources exist to guide 
you through the social media world to enhance your online presence as a professional. Do not 
hesitate to use emerging genres to reach your audience—the more visitors to your portfolio, 
the greater probability you will connect with the right people.  
 
Remember, you should update and revise your portfolio regularly, even after you land your 
dream job. As you expand your experience, update credentials, experience, and pieces to your 
WordPress portfolio. Updating your portfolio regularly communicates that you are 
conscientious about your professional reputation. Additionally, it illustrates your desire to 
improve and refine your skills. Choosing a blog component on your website may be another 
appropriate way to interact with the viewers of your portfolio.  
 
Take time to review others’ portfolios online. Not only will you be able to generate ideas on 
how to revise your own, but you will begin to discover industry trends and best practices. 
Incorporating these elements show that you are familiar with your field.  
 
Although the job market may be difficult to navigate, you are now armed with an additional 
tool to distinguish yourself from other job-seekers. Traditional tools such as resumes, cover 
letters, and interviewing skills will be complimented by your electronic portfolio.  
 
Remember your portfolio is an expression of your professional self. Be sure to put your best 
foot forward—you are now ready to begin the hunt.  
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GLOSSARY 
 

Artifact: a digital file in your electronic portfolio that illustrates your abilities and 
experience. 
 
CSS:  a web language used to program how a web page is displayed; CSS allows for the 
formatting and layout independent of content.  
 
DPI: Dots per inch; a density measurement of a printed image or image on a computer 
screen.  
 
HTML:  Hypertext Markup Language; the standard language used to build websites. 
 
Plugin: a set of software that extends functionality to a larger software application.  
 
Sans Serif: a category of fonts that do not include small projections at the end of each 
stroke; sans serif fonts are generally considered “cleaner” and easier to read  in graphic 
and web design.   
 
Theme: a collection of files that create the appearance of the WordPress site; themes 
influence the way each site is displayed.  
 
 


