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appendix 
b

From Word to Blog

Blogging has taken the world by storm. All kinds of people keep blogs (short 
for “web logs”), and for all kinds of reasons: to offer professional tips; to tell 
quirky, real-life anecdotes; to start sober, respectful political conversations 

(yeah, right). If you can imagine it, there’s a blog for it.

If you have a blog of your own, or if you’re thinking of starting one, you can use 
Word to create and edit your posts—and then put them on your blog directly from 
Word. Word works with the most popular blogging services. Once you’ve registered 
your blog with Word, you can publish your blog post with a single click. You can 
even set up Word to work with multiple blogs.

Setting up a Blog with Word
Before you can use Word to write blog posts, you need a blog account somewhere 
on the Web. Popular blogging services include Blogger (www.blogger.com), Word-
Press (www.wordpress.org), TypePad (www.typepad.com), and Windows Live Spaces 
(http://spaces.live.com). If your organization hosts a SharePoint site, the person who 
manages that site can set up a blog for you there.

After you’ve set up a blog account, the next step is to introduce Word to your blog. 
You need to give Word the user name and password you use to sign in, for example. 
When it has that info, Word can contact your blogging site, sign into your account, 
and help post your thoughts to the world.
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Setting up a Blog 
with Word

The first time you start a blog post in Word, Word asks you to register your blog. 
Here’s how:

1.	 Select	File➝New➝Blog	Post➝Create	(Alt,	F,	N,	O,	N).
A window opens for you to write a blog post. Word also displays a dialog box 
(Register a Blog Account) informing you that it needs that user name and pass-
word info. 

2.	 Click	Register	Now.
The New Blog Account dialog box, shown in Figure B-1, contains a list of blog 
providers that Word can work with. 

Figure B-1:  
Select your blogging service to register it with Word.

3.	 Choose	your	blogging	service,	and	then	click	Next.
Word asks for information about your blog account. 

4.	 Type	in	the	user	name	and	password	you	use	to	sign	into	your	blog.
Word can store your password, so if you don’t want to type that in whenever 
you put up a blog post from Word, turn on the Remember Password checkbox. 

5.	 Next,	tell	Word	how	to	handle	posting	pictures	to	your	blog;	click	the	Picture	
Options	button.
This opens the Picture Options dialog box, shown in Figure B-2. Many bloggers 
add pictures to their posts—that much you already know. But where do you get 
the pictures you want to add, and where do you store those image files so they 
appear in your post? That’s what you tell Word in this dialog box. From the 
“Picture provider” drop-down list, choose the appropriate option:

 — None—Don’t upload pictures. Select this if you don’t plan to use photos 
on your blog, or if you’ll insert them directly using the blogging service’s 
own blog post editor.

 — SharePoint blog. If you’re using a SharePoint site for your blog, Word pre-
selects this option for you. You’re all set for uploading images via Word—
leave the “Picture provider” drop-down menu set to this option. 
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Figure B-2:  
Word handles image uploads differently, depending on 
which blogging service you use. If your service isn’t set 
up to receive images from Word, or if you prefer to use a 
third-party image-hosting site like Flickr, then choose “My 
own server” as your picture provider and then tell Word 
the web addresses you use to upload and view pictures.

 — My blog provider. If the drop-down menu shows this as the preselected 
option, it means your blogging service can work with Word to add images 
to your blog posts. If you want to upload pictures through Word—that is, 
if you want to select images stored on your computer and add them to the 
posts as you write them—leave this option selected.

 — My own server. If you use a third-party site, such as Flickr or PhotoBucket, 
to store pictures and want to upload them to your blog from there, select 
this option. The Picture Options dialog box expands to include two new text 
boxes: Upload URL (type or paste in the web address you use to upload pic-
tures to the third-party site) and Source URL (type or paste in the web ad-
dress you use to view pictures on the third-party site). The addresses you use 
to upload and view pictures might start with HTTP or with FTP; if you’re 
not sure what address to use, check with the service that hosts your pictures. 

Tip: If you’re using pictures that you’ve uploaded to a photo sharing site like Flickr, make sure you’ve 
made them available for anyone to view before adding the pictures to your blog.

6.	 Select	your	picture	provider,	give	any	required	additional	information,	and	
then	click	OK.
The Picture Options dialog box closes. 

7.	 Back	in	the	New	Account	box,	click	OK.
Word contacts your blogging service and does a test sign-in to your account. If 
all goes well, Word adds this account to your registered blog accounts, and you 
see a dialog box that tells you that the registration was successful.

Writing a Blog Post
Writing a blog post is—and isn’t—like writing any other document in Word. You 
position the cursor and start typing, press Enter to start a new paragraph, and use 
the formatting buttons on the Home tab (here, though, it’s called the Blog Post tab). 
But you’ll notice some differences, too. Word in blog-post mode is stripped down, 
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Editing a Blog Post

with fewer tabs on the Ribbon. Basically, Word redesigns itself to focus on the things 
you want to do in a blog post: Type and format text, apply styles, and insert pictures 
and other graphics.

When you’re done writing your post, save it as you would any other Word file. (Do 
this, for example, if you want to keep backup copies of your posts.) But the whole 
point of writing a blog post is to put it on your blog, so read on to find out how to 
do that.

Posting to Your Blog
When you’re ready to publish your post online, make sure your computer is con-
nected to the Internet, and then select Blog Post➝Publish (Alt, H, P, P). If you 
haven’t told Word to remember your password, you see a dialog box asking you to 
provide your sign-in info. Type in your user name and password, and then click OK. 
Word connects to your blogging site, signs in, and uploads your post. At the top of 
the document in Word, you see a notification that the post was published, along with 
the posting date and time. Now the document is on your blog for all to see.

You can also upload the document to your blog as a draft. When you choose this op-
tion, Word uploads the post but doesn’t publish it yet. Instead, you can find the post 
where your blogging service stores draft posts (you can find it by clicking the link 
you use to edit posts). You might want to upload a post as a draft if you’ve been writ-
ing in Word and want to finish it later from a different computer, or if you’re having 
second thoughts about publicly declaring your love for Lady Gaga. 

To upload a Word blog post as a draft, go to the Blog Post tab and click the Publish 
button’s down arrow, then choose Publish as Draft (Alt, H, P, D).

Editing a Blog Post
After you’ve published a post, it’s not sitting there carved in stone on the Web. If you 
have a brilliant thought you want to add or if you notice a typo, it’s simple to pull the 
post back into Word, edit it, and repost it.

To do that, create a new blog post document or open one you’ve saved in Word. On 
the Blog Post tab, click the Open Existing button (Alt, H, O). The Open Existing 
Post dialog box, shown in Figure B-3, appears, listing the blog posts on your site (all 
your posts appear, even if you didn’t write them in Word). Select the post you want 
to edit, and then click OK.

In a new window, Word opens the blog post as a document—go ahead and edit away. 
When you’re done, publish the post in the same way you’d publish a brand-new one.
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Figure B-3:  
Word can find your posts on a registered 
blog—choose the post you want to edit in 
Word. After you’ve made your changes, 
publish the post to your blog in the 
usual way.

Managing Multiple Blogs
Some people have a lot to say—words of wisdom to dispense, recipes to share, politi-
cal opinions to express—and keep multiple blogs on several topics. If you have more 
than one blog, you can manage ’em all from Word. To add a new blog, open a new 
or existing blog post document and then select Blog Post➝Manage Accounts (Alt, 
H, M). The Blog Accounts dialog box, shown in Figure B-4, opens, listing the blogs 
you’ve registered with Word.

From the Blog Accounts dialog box, you can take these actions:

• New. Register a new blog account with Word. Click this button and follow the 
steps on page 2 of this appendix, starting with step 3. (Registering a blog gets 
easier after you’ve done it once—honest!)

• Change. If you’ve got more than one blog on your favorite blogging site, click 
this button to change which blog you’ve registered with Word. (Of course, you 
can register all your blogs with Word if you want.)

• Set As Default. As Figure B-4 shows, the blog at the top of your Blog Accounts 
list has a checkmark to its left. That’s your default blog—the one Word publishes 
to if you simply click the Publish button. To change the default blog, select the 
one you want, and then click this button.

• Remove. If you want to remove a blog that you’ve registered with Word, select 
the blog, and then click this button. Removing a blog from Word doesn’t affect 
your account with your blogging service.

When you’re done, click Close to close the Blog Accounts box.
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Figure B-4:  
If you’ve got more than one blog, choose the one 
you update most frequently as the default.

When you’ve got more than one blog registered with Word, you need to tell Word 
which blog to upload to when you publish a blog post. To help you keep multiple 
blogs straight, Word adds an Account drop-down list to each new blog post you 
write, as shown in Figure B-5. This list doesn’t show in your blog post, but it lets 
you select the blog you want to post to before you publish. If you’re posting to your 
default blog, you don’t have to do a thing. If you want to post to one of your other 
registered blogs, select the one you want before clicking Publish.

Figure B-5:  
When you’ve set up more than one blog with Word, use 
the drop-down list shown here to select the blog you’re 
posting to.



7appendix b: from word to blog

Managing Multiple 
Blogs

•	

Word to the Wise

Blogging Tips
Many	people	 start	a	blog	and	 then	abandon	 it.	 To	enjoy	
blogging	and	create	a	blog	worth	reading,	keep	these	tips	
in	mind:

•	 Determine your focus.	Deciding	on	a	 focus	 for	 a	
blog	can	be	a	 tricky	 thing.	 If	 it’s	 too	broad,	 readers	
can’t	quite	figure	out	what	your	blog	is	about,	but	if	
it’s	 too	narrow,	you	might	run	out	of	 topics	 to	blog	
about.	 If	you	focus	on	movie	and	book	reviews,	for	
example,	your	readers	might	get	confused	or	turned	
off	if	you	suddenly	start	posting	political	rants.	If	you	
specialize	in	political	rants,	on	the	other	hand,	read-
ers	 aren’t	 following	 your	 blog	 to	 get	 your	 favorite	
lasagna	 recipe.	 Pick	 a	 focus	 broad	 enough	 to	 lend	
variety	to	your	posts	but	narrow	enough	that	readers	
know	what	to	expect.

•	 Write about topics that matter to you.	Don’t	start	
a	blog	on	a	subject	you’re	 lukewarm	about,	even	 if	
you	think	that	subject	will	bring	readers	to	your	blog.	
Blogging	is	a	long-haul	activity,	and	you’ll	lose	enthu-
siasm	unless	 you	enjoy	 thinking	 and	posting	 about	
your	 chosen	 subject.	 Readers	 enjoy	 blogs	 in	 which	
the	blogger’s	genuine	interest	comes	through.

•	 Plan ahead.	When	you	run	out	of	topics,	your	blog	
runs	out	of	steam.	Keep	a	list	of	topics	so	you	always	
have	an	idea	or	two	at	hand.	If	a	new	topic	occurs	to	
you	as	you	write	today’s	post,	add	it	to	the	list	when	
you	get	a	chance.

•	 Make your blog a community.	Readers	love	blogs	
where	they	can	interact	with	the	blogger	and	one	an-
other.	Let	readers	post	comments	(you	can	moderate	

them	if	you	want	to	make	sure	the	discussion	doesn’t	
get	out	of	hand).	 Invite	responses	 to	your	post	and	
ask	questions.	And	when	someone	does	leave	a	com-
ment,	 reply	 to	 it.	When	your	blog	 feels	more	 like	a	
conversation	than	a	lecture,	readers	will	come	back.

•	 Post frequently.	Some	blogging	gurus	will	 tell	you	
that	 you	 must	 post	 each	 and	 every	 day.	 There	 are	
very	few	“musts”	in	blogging—and	daily	posting	isn’t	
one	of	them.	It’s	a	good	idea	to	post	frequently,	be-
cause	 frequent	 posting	 keeps	 your	 blog’s	 content	
fresh.	 But	 you	 set	 your	 own	 schedule.	 Figure	 out	
what’s	comfortable	for	you.	

•	 Respect copyrights.	Okay,	this	one	is	a	must.	Don’t	
steal	 content	 for	 your	blog,	whether	 it’s	 other	 peo-
ple’s	images	or	their	posts.	Use	your	own	photos	or	
find	public-domain	images	at	a	site	such	as	Wikime-
dia	 Commons	 (http://commons.wikimedia.org)	 or	
Public	 Domain	 Clip	 Art	 (www.pdclipart.org).	 And	 if	
you	can’t	come	up	with	your	own	content,	well,	you	
probably	shouldn’t	be	blogging.

•	 Proofread before you hit Publish.	Blogs	lose	their	
authority	when	they’re	riddled	with	typos	and	spell-
ing	errors.	Use	Word’s	spelling-	and	grammar-check-
ing	tools	to	make	your	post	as	error-free	as	possible	
before	you	publish	it.


