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Introduction 
Formatting posts can be a pain, as most bloggers quickly find out! 

This guide is split into two parts: 

 The first part goes through some of the most common formatting tasks 

 The second part covers how to use all the formatting features in Blogger and WordPress 

You’ll find that the second part repeats a few things from the first, for the sake of completeness. 

I’ll do my best to explain everything in plain English rather than computer-ese, but if anything’s at all 

unclear, feel free to drop me an email (ali@aliventures.com)  

Quick note before we begin: I advise drafting your posts offline (e.g. in Word) in case anything goes 

wrong; that way, you can easily go back to your original version. 

Let’s get started... 

 

mailto:ali@aliventures.com
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Blogger: Basic Formatting 
The most common formatting tasks are creating: 

 Bold text 

 Italic text 

 Bullet-pointed lists 

 Subheaders (in a larger font) 

Here’s how to do those in Blogger: 

1. Log in to Blogger as normal and click on “New Post” 

 

2. You should see a page that looks like this: 

 

If you’ve published a post before, you’ll have used this window. You can either type your post into it 

or (preferably) copy your post in from Word or another word-processing program. 
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When copying your post in, to avoid any formatting weirdness, it’s best to click on the “Edit Html” 

tab first: that way, it’ll go in as plain text, like this: 

 

3. Once your post is in, click back to the Compose tab. 

Your post probably looks a little bland. (Though it’s hopefully not in Latin like my dummy text here ... 

if you want some Lorum Ipsum text to play around with, you can generate it at 

http://www.lipsum.com.) 

4. Add some bold text 

I decided that “Cras at dictum lacus” was important enough to put in bold. (I have no idea what it 

actually means, but it sounds shoutable...) 

To create bold text, highlight the text in question then click on the “b” button (circled): 

 

I find that bold text works well when used to highlight key sentences or phrases. A whole paragraph 

in bold is usually overdoing it – and single words picked out in bold can look a bit weird.  

http://www.lipsum.com/
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You can also create bold text by highlighting the words and pressing Ctrl + B on your keyboard. This 

works for most programs, not just Blogger. 

5. Add some italic text 

The “i” button next to the b is for italic text: 

 

I like to use italics for individual words. It can work for whole sentences too – especially if you’re 

putting a note at the start or end of the post. 

You can also create italic text by highlighting the words and pressing Ctrl + I on your keyboard. This 

works for most programs, not just Blogger. 

6. Create a bullet-pointed list 

This is a teeny bit more involved that creating bold or italic text – but it’s not much harder. You’ll 

need to make sure that all your list items are on separate lines, like this: 

 

Then, click on either of the list icons. The one on the left is for a numbered list; the one on the right 

is for an un-numbered list. 
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Here’s what the lists will look like... 

Numbered list: 

 

Un-numbered list: 

 

If you change your mind about which type of list you want, just highlight the list and click on the 

other button. 

7. Add a Subheading 

This is one of the trickier things to do in Blogger, despite being a very common part of blog-post 

formatting. There is a drop-down menu to change the font size, but as we’ll see later, it doesn’t 

always work well. 

The best way to create a header, then, is by using the HTML view. Don’t be intimidated by this: it’s 

really not too tough. 

As you can see here, the list, bold and italic text have all added bits of HTML code to the text. Don’t 

worry about what those mean for now. 
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To create subheaders, you use heading styles. In HTML code these are: 

<h1> (“heading 1” – largest) 

to 

<h7> (“heading 7” – smallest) 

In practice, you’ll probably want to use <h3> for your subheadings as <h1> is usually used for your 

blog’s title and <h2> is often used for your post titles. 

Here’s how to add a subheader – I’m using “Fusce Tempus Vestibulum Ante” for mine. 

a) Enter the text for your subheader, if it’s not already in your post 
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b) Put <h3> and </h3> around the subheader text, like this: 

 

c) Now click back to the “Compose” view and you should see your subheading in larger, bold 

text: 

 

If you’ve ended up with some extra blank space after the heading, just put your cursor there and hit 

“backspace” or “delete” to remove it. 

Congratulations – you can write HTML code!  
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WordPress: Basic Formatting 
The most common formatting tasks are creating: 

 Bold text 

 Italic text 

 Bullet-pointed lists 

 Subheaders (in a larger font) 

Here’s how to do those in WordPress: 

(Note that the screenshots in this section are taken from self-hosted WordPress – if you’re using 

wordpress.com your screen will look slightly different.) 

1. Log into WordPress and open up a new post 

Click on Posts->Add New in the sidebar. You’ll see a box that looks like this: 

 

NB: Your posting box will probably look smaller than this – there are instructions to make it larger at 

the start of the “Wordpress: All the Formatting Options” section. 

If you only see one row of icons along the top of the posting box, click on the right-most button 

(circled above) to reveal the second row. 
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2. Copy your post into the box 

If you used Word to write your post, and you’ve already put in some formatting, use the “Paste from 

Word” button (circled below) to paste your text into the posting box. Your formatting should be 

preserved. 

Otherwise, just paste the text into the main box. 

 

3. Add some bold text 

Highlight a sentence and click on the “B” button to make it bold: 

 



12 

 

I find that bold text works well when used to highlight key sentences or phrases. A whole paragraph 

in bold is usually overdoing it – and single words picked out in bold can look a bit weird.  

You can also create bold text by highlighting the words and pressing Ctrl+B on your keyboard. This 

works for most programs, not just WordPress. 

4. Add some italic text 

Highlight a word or two, and click on the “i” button for italics: 

 

I like to use italics for individual words. It can work for whole sentences too – especially if you’re 

putting a note at the start or end of the post. 

You can also create italic text by highlighting the words and pressing Ctrl + I on your keyboard. This 

works for most programs, not just WordPress. 

5. Create a bullet-pointed list 

This is a teeny bit more involved that creating bold or italic text – but it’s not much harder. You’ll 

need to make sure that all your list items are on separate lines, like this: 
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Then, click on one of the list icons. The one on the left is for an un-numbered list; the one on the 

right is for a numbered list: 

 

Here’s what the lists will look like... 

Un-numbered list: 

 

Numbered list: 
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If you change your mind about which type of list you want, just highlight the list and click on the 

other button. 
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6. Add a Subheading 

Type in your subheading, if it’s not already in your text. 

Highlight it, and click on the dropdown menu that currently reads “Paragraph”: 

 

Scroll down and select “Heading 3”. 

(Heading 1 is probably being used for your blog’s title, and Heading 2 is often used for post 

titles.) 
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The text might not look much different in the posting window – but when your blog template’s 

stylings is applied, you’ll see that it shows up as a subheader. Here’s what my “Heading 3” style 

looks like on the blog itself: 

 

Simple, eh?   

If you want to learn what all the other buttons do, read “WordPress: All the Formatting Options” 

later in this guide. 
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Blogger: All the Formatting Options 
The buttons along the top of your posting box all let you apply different types of formatting.  

They might look a bit cryptic at a glance – so in this section of the guide, I’ll be explaining what they 

all do, from right to left: 

 

#1: The Font Dropdown Menu 

 

This dropdown menu lets you change the font you’re using. I wouldn’t recommend using too many 

different fonts (your blog can end up looking cluttered). 

#2: The Size Dropdown Menu 
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When you click on this dropdown, you can change the size of your text. Unfortunately, not all blog 

themes and browsers will show this text: it might look fine when you’re composing the post, but it 

won’t necessarily come through on the site. 

So, I recommend doing headings as explained in the earlier section of this guide, using <h3> and 

</h3> (or <h2> and </h2> if you prefer) in the HTML. 

#3 and #4: The Bold and Italic Buttons 

 

You’ve probably used these buttons before to create bold or italic text. They’re simple to use: just 

highlight the text that you want to change and click the appropriate button: 

 

#5: The Colour Button 

 

You can use this button to change the colour of your text. When you click on it, you’ll see a colour 

palate that looks like this: 

 

Simply highlight the text that you want to colour, and click on the little square of the colour that you 

want: 
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You might choose to use colour for subheadings, or even to emphasise a particular section. Too 

much colour is likely to look a bit garish, so tread lightly... 

#6: The Link Button 

 

As a blogger, you’re going to want to link to other posts, sites and resources. The link button lets you 

put a live hyperlink into your post (instead of a link that has to be copied and pasted). 

Again, all you need to do is highlight the text that’s going to become the link, and then click the 

button. The technical name for this text is “anchor text” because it “anchors” the link. 

Once you’ve clicked the button, you’ll see a little pop-up like this: 

 

 Just type or copy your link into the pop-up window. Blogger will automatically put in the http:// at 

the start ... be careful not to delete this, or your link won’t work. 

#7 - #10: The Text Alignment Buttons 
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You’ll have probably seen these buttons in Microsoft Word or another word-processing program. 

They allow you to align your text. 

You won’t want to use them very much, but sometimes you may want to centre text (e.g. a 

quotation or a subheading). 

Again, just highlight the paragraph(s) that you want to change and click on one of the buttons. From 

left, they are: 

 Left-align text 

 Centre text 

 Right-align text 

 Fully justify text (so that it “stretches” to reach the margins on both sides) 

Here’s how they work: 

 

#11 and #12: The Bullet-Pointed List Buttons 

 

You’ll almost certainly want to use these buttons at some point: many blog posts involve lists. The 

buttons are for an “ordered list” (numbered points) and an “unordered list” (round dots). 

Usually, these will create neater, nicer-looking lists than if you just manually typed a number or a 

dash or similar. The numbered list will automatically reorder itself if you add a new point into the 

middle of it, too – often very handy! 

As with all formatting, you just need to highlight your text and click the appropriate button. Make 

sure you’ve put each list item on a separate line: 
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Here’s what the list looks like, using the two different buttons: 

 

#13: The Blockquote Button 

 

This button lets you format text as a “blockquote” – an indented piece of text that’s normally used 

when you’re quoting someone directly: 

(I’ve removed the bullet point formatting to keep things simple, but you could create a blockquote 

that’s formatted as a list, if you wanted.) 
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#14: The Spell-check Button 

 

It’s always worth running a spell-check after writing your post! You don’t need to highlight your text 

this time – just click on the “ABC” button and it’ll automatically spell-check the whole post. 

Once the spell-check is complete, any incorrect words will be highlighted in yellow. 

(As you can see below, some newer words like “mindmap” and “blog’s” might get caught – so feel 

free to ignore the spell-check if you disagree with it!) 

 

Once you’ve finished making any corrections, click on the green link “Done spellchecking” above 

your post, and the yellow highlighting will vanish. 

#15: The “Add Image” Button 

 

This button lets you insert an image into your post. Just click on the button, and either upload an 

image from your own computer, or link to one on the web. (I prefer to upload images, as web pages 

sometimes get taken down.) 
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Make sure you have permission to use the image. 

“Choose a layout” lets you position the image to the left, centre or right. “None” will normally make 

it appear on the left above your text. A centred image often looks good at the top of a blog post 

“Image size” lets you choose how to format your image “Large” will be full size, and medium and 

small will be correspondingly smaller.  

You can position the image to the left, centre or right. “None” will normally make it appear on the 

left above your text. A centred image often looks good at the top of a blog post. 

#16: The “Add Video” Button 

 

If you have a video file on your computer, you can add it to your blog post using this button. You’ll 

see a window like this: 
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If you want to include a video from YouTube, you’ll need to do that using HTML code (which we’ll 

come to later in this ebook). 

#17: The “Clear Formatting” Button 

 

It’s all too easy for formatting to go wrong: perhaps you copied in some paragraphs from a Word 

document, and they’ve ended up in a different font, or you tried to create a list and a blockquote 

and they somehow went wrong. 

Here’s some text that I’ve deliberately messed up! You can see that it starts off with a numbered 

point, then has an un-numbered one, then starts again at 1 ... plus there are different fonts and 

colours and alignments going on. 
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In theory, all I need to do is to highlight the text and click on the eraser button. Unfortunately, this 

won’t work in every single case. 

You can see that most of the formatting has been fixed, though, apart from the number at the top: 

 

So ... what do you do if things go wrong?  

You’ll need to switch from the “Compose” view to the “Edit HTML” view, and take out any errant 

pieces of HTML code. Look at the part of the post that’s gone wrong, and remove anything in pointy 

brackets like this: < > </ > 
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WordPress: All the Formatting Options 
WordPress might seem a bit daunting and complex, but it has lots of powerful features for 

formatting posts. In fact, once you get used to it, you’ll find it’s actually easier to use than blogger. 

Before we get started on formatting, log in and go to: Settings->Writing 

 

 (If you don’t see the list under “Settings”, you’ll need to click on the small downwards arrow to the 

right.) 

Now, at the top of the page, change “Size of the post box” to at least 20 lines: 

 

Hit the blue “Save changes” button at the bottom of the page: 

 

This makes it much easier to see what you’re doing when you’re trying to format your post (or page). 
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The Posting Box 
When you create a post in WordPress, this is what you see above the writing box: 

 

(If you don’t see the bottom row of icons, click on the circled “Show/Hide Kitchen Sink” button to 

make them appear.) 

#1: - #3: The Bold, Italic and Strikethrough Buttons 

 

You can select text and click “B” to make it bold, “I” to make it italic or “ABC”  to put a line through 

the middle of it (called “strikethrough”). 

I find that the strikethrough formatting often vanishes, for no apparent reason, when I publish the 

post – so I wouldn’t really recommend using it. 

#4 and #5: The List Buttons 

 

The first of these buttons creates an “unordered” list (usually has round black dots for bullet points, 

though this depends on your blog’s theme). The second button creates an “ordered” list, starting 

with the number 1. 

To create a list, highlight your text and click the button. Each item should be on a separate line: 
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If you change your mind and want to remove the list, just put the cursor at the start of the line 

(before the first one but after the bullet point) and click “backspace”. You might have to put in a new 

line break. 

#6: The Blockquote Button 

 

This button lets you mark text as a quote. In most WordPress themes, blockquotes will be indented 

and they may have different formatting (e.g. lighter coloured text, or a line down the side). 

In the post editor, your blockquote paragraph will just be indented, like this: 
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But in the post itself, whatever formatting your theme applies will be shown – in my case, that’s a 

line down the side and a slightly lighter font: 

 

#7 - #9: The Text Alignment Buttons 

 

These buttons let you align the text, either to the left, centred or to the right: 

 

You might want to use centred text to provide a credit/caption for a centred image, or for your 

headers. Try experimenting with different alignments to see what looks good. 



30 

 

#10 and #11: The Link Buttons 

 

(Note that the link buttons are greyed-out until you select some text for your link. All the other 

buttons can be used to apply formatting at the start of a paragraph.) 

To create a link, highlight your text and click on the closed-chains button on the left: 

 

Just type or paste in the link that you want. Make sure you leave the http:// there. 

If you want, you can add a “Title” – this is text that will show up when the reader moves their cursor 

over the link. 

You can also choose to set the link to open in a new window/tab. If you’re linking to external sites 

you may want to do this – though bear in mind that many readers don’t like it. 

The option “Or link to existing content” lets you put in a link to one of your own posts or pages: 

http://
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It will show the posts and pages that you’ve most recently added/edited at the top of the list.  
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When you click on one, the URL and Title fields will be automatically populated: 

 

To edit a link, click on it (you don’t need to highlight the whole thing) and then click on the closed-

chain link again. 

To remove a link, click on it and then click the broken-link button. 

#12: The “More” Button 

 

This button isn’t used in all blog themes, but it applies to many of them. To insert the “more” link, 

just position your cursor and click the button. You’ll get a thin horizontal line like this: 
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On the front page of your blog (and perhaps on other pages too, like categories and archives), you’ll 

see the first part of a post. There’ll be a link that the reader can click on to read more: 

 

The content that appears on the front page is everything before the “More” marker in your post. 

#13: The Spell-check Button 
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I can’t get this button to do anything.  Let me know if you have more luck with it... I’m using 

Chrome so I have built-in spellchecking anyway. 

The dropdown list lets you set your language. 

#14: Full-Screen Mode Button 

 

If you write directly into WordPress, rather than writing into Word first, then give this button a try – 

it’ll expand your posting box so that it fills the whole screen: 

 

(Note that the four buttons from “Upload/Insert” have now jumped to the right of the top row of 

buttons.) 

You can just click the full-screen button again to go back to the normal view. 

#15: “Show/Hide Kitchen Sink” Button 

 

Click this to hide (or to show!) the second row of buttons. 

Simple, huh? 
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#16: “Paragraph” Dropdown 

 

This dropdown menu lets you apply formatting to your text. The default setting is “paragraph” which 

will produce (unsurprisingly) normal paragraphs. 

The main use of this is to create subheadings, though you may want to experiment with some of the 

other options too. 

 

 

Depending on your blog’s theme, you’ll want to either use “Heading 2” or “Heading 3” for your first-

level subheadings. Try out both and see which you prefer. 

 

#17: The Underline Button 

 

Use this to underline text. On second thoughts, don’t use it unless you have a really good reason to – 

because web users will assume that underlined text is a link. 
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#18: The Justify-Text Button 

 

This button lets you justify your text, so that paragraphs reach to the margins on both sides: 

 

I can’t imagine that you’d normally want to use this. If you were always going to justify your 

paragraphs, it’d be easier simply to set this up site-wide in your CSS (stylesheet) file. 

#19: The Colour Dropdown 

 

This lets you change the colour of your text. It can be useful for applying emphasis or for separating 

different points. In this post, the green and blue headers are both created by applying “Heading 2” 

style and then adding a colour: 

 



37 

 

#20 and #21: The “Paste as Plain Text” and “Paste as Word” Buttons 

 

If you’re copying something (e.g. a quote from a website) and you don’t want to keep the 

formatting, use the “T” (plain text) button. Make sure you’ve positioned your cursor where you want 

the text to go. 

If you wrote your post in Word and you want to copy it with all the formatting intact (e.g. bold, 

italics, lists) then use the “W” (Word) button. 

Either way, you’ll get a pop-up box to paste your text into: 

 

Just hit “Insert” once you’ve put your text into the box, and it’ll appear in your post. 

#22: The Eraser Button 

 

If you’ve changed your mind about some formatting, you can (maybe) use this button to remove it. 

Just highlight the text that you want to change, and hit the button. It won’t remove heading styles, 

links or lists. 
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#23: The Insert Character Button 

 

If you’re writing a word like “café” or a mathematical formula, or you need a copyright symbol, etc, 

this is the button for you. It brings up a character map so you can select the character you want: 

 

When you put your cursor over the character, it’ll appear in the box on the right. When you click on 

it, WordPress will insert it into your post. 

#24 and #25: The Outdent and Indent Buttons 

 

These buttons let you indent your text (or “outdent” it – which basically means removing the 

indent!) The outdent is greyed out on the left and the indent is on the right. You can click the indent 

button more than once to indent your text further: 

 

Once you’ve indented a line, you can use the “outdent” to move it back again. 

You might want to use this if you’re writing poetry, or if you want to indent text that isn’t a quote 

(e.g. if you’re indenting subsections in your post). 
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#26 and #27: The Undo and Redo Buttons 

 

These are very handy if you accidentally click the wrong button and apply formatting that you don’t 

want, or delete half your post... 

Just click “Undo” to undo your most recent change. You can click it again and again to undo a string 

of changes. “Redo” lets you put the changes back, so to speak – it will be greyed out until you’ve 

clicked “Undo” at least once. 

#28: The Help Button 

 

This button brings up a window of help text, which explains (in somewhat techy terms) about the 

posting box. You may or may not find it helpful... 
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The Upload/Insert Row 

 

These four buttons let you add different types of multimedia to your posts. From left, they are: 

 Add image 

 Add video 

 Add audio 

 Add media (anything else, basically) 

I’ll cover images here, since they’re the most common addition; the other buttons work in a pretty 

similar way. 

Before adding an image, make sure you position your cursor at the start of a paragraph/line (or 

between paragraphs). 

Click on the button, and you’ll see this window: 

 

The options at the top let you upload an image from your computer (pretty self-explanatory) or link 

to one on the web with “from URL”.  

I’d normally recommend downloading images and re-uploading them rather than using a direct link, 

just in case they get removed in the future – you don’t want the images on your blog to break. 

Whichever of these two methods you choose, you’ll need to select from some options: 
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With “Alignment”: 

 “None” appears on the left, above the paragraph 

 “Left” appears on the left, with the paragraph text flowing around it 

 “Center” appears in the centre, above the paragraph 

 “Right” appears on the right, with the paragraph text flowing around it 

It’s normally a good idea to resize images before uploading them – that way, you’ll avoid any risk of 

them getting compressed oddly. But if you do need to make your image smaller, you can use the 

“Size” feature. 

Once you’re done, click “Insert into Post”. 

The “Media Library” tab lets you re-use images that you’ve already uploaded in the past: 
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You’ll need to click on “Show” for the image that you want, then decide on the alignment, size, etc. 

This is very handy if you use the same image frequently, or if you’re creating a page like this: 
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Using Microsoft Word to Format Your Posts 
I personally prefer to write my posts in Word and then copy them into WordPress (using the “paste 

from Word” button). 

Most formatting that you apply in Word will be kept when you copy your post over. That includes 

links, lists, bold, italics and headings. 

Headings in Word 
When using headings, don’t manually change the font size for each one: use Word’s styles. In Word 

2007, the styles are shown under the “Home” tab: 

 

It doesn’t matter what colour, font, etc you’re using for these styles – when you copy your post into 

WordPress, “Heading 1” will become “Heading 1” in your blog’s own style, “Heading 2” will become 

a “Heading 2” and so on. 

You’ll probably want to use either Heading 2 or Heading 3, depending on what looks good on your 

blog. 

Lists in Word 
To create a list, use the special buttons in Word – don’t type each bullet point manually. The list 

buttons in Word 2007 look like this: 

 

(The third one is a “multi-level list” – you probably won’t want to use that.) 

You’ll need to add the following formatting after copying your post into WordPress: 

 Blockquotes (Word has a “quote” style but this doesn’t get copied over) 

 Images, and any other multimedia 

 Coloured text 

 Paragraph alignment 
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Got questions? This is the first version of this guide, so I’ll be making updates and changes based on 

feedback. If anything was unclear, or if you’d like more details on any aspect of formatting, just let 

me know! 

You can contact me at ali@aliventures.com or via the Blog On contact form at 

http://www.aliventures.com/blog-on-contact 

Ali x 

mailto:ali@aliventures.com
http://www.aliventures.com/blog-on-contact

