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Categories and Tags



What are Categories and Tags?

Categories and Tags

Categories and Tags help to organize Posts on 
your Portfolio / Blog, making them easier for 
readers to locate and making them more 
searchable. 

Categories:
Are a useful way to group related posts together, and 
to quickly tell readers what a post is about. They can 
also be used to create navigational structure on your 
site.

Tags: 
Tags are intended to accurately represent the subject 
matter you have written about, and can help to 
increase traffic and assist readers in finding topics of 
interest. 



Using Categories

Categories and Tags

Use Categories to make your blog easier to navigate.

For example you may wish to add categories for:

● Each course you are enrolled in – to group 
together assessment tasks

● Areas of interest – eg. Nursing, Agriculture, 
Visual Arts, Technology, Learning etc

● Personal Posts – to group together general 
posts on personal projects or experiences.

● Assessment Tasks - to group together particular 
types of posts (reflective, reports, group tasks 
etc).

When your readers click on a Categories Link on a 
post or in your sidebar, it loads a page with all posts 
that use that category, making it easier to locate related 
posts.



Add Categories to a Post

Categories and Tags

Add categories to posts before you publish them 
using the Categories Module to the right of your 
post editing screen.

All you need to do is select the check box next to 
the category you want to use. 

Remove a category from a post by unchecking the 
checkbox.

To create a new category:

Click on the + Add New Category button and 
type your new category in the text box. 

Click the ‘Add New Category’ Button to confirm. 



Managing Categories

Categories and Tags

You can also create New Categories and manage 
existing categories using the Posts > Categories 
Admin Page on your site dashboard.

The Categories Admin Page includes a list of 
your existing categories and an option to create 
new categories.

Please note that categories won’t display in your 
category widget or be listed in Appearance > 
Menu until it has been assigned to a post.



Category Archives

Categories and Tags

One of the most useful things about categories is 
the ability to access Category Archive pages 
which list all the posts that have been added to a 
category on one page, in chronological order. 

You can view Category Archive Pages by clicking 
on Categories links on Posts or via the Categories 
Admin Page.



Categories in Menus and Sidebars

Categories and Tags

Category Links can be added to menus within 
your site to add useful navigation that helps site 
visitors find your posts more easily. 

Category Links can also be added as Widgets in 
your site Sidebar. 

Visit Appearance > Menus to add Categories to 
your site Navigation. 

Visit Appearance > Widgets to add categories to 
your site’s Sidebar.

Protip: For more info on using Menus and Widgets visit 
the ‘Customising Your Site’ section of the 
Create@UniSQ Getting Started Guide.



Using Tags

Categories and Tags

Tags can help to increase traffic and assist 
readers in finding topics of interest.

They are displayed on your blog on post pages or 
as a tag cloud in your sidebar. 



Using Tags

Categories and Tags

Tags can be added before your publish your posts 
by typing your desired tags in the Add New Tag 
text box and then clicking the Add button.

You can add as many tags as are relevant to your 
post.

To remove a tag from a post click the X to the left 
of that tag.



Managing Tags

Categories and Tags

You can also create new tags and manage 
existing tags using Posts > Tags page in your 
dashboard. 

On this page you’ll see a list of your existing tags 
and an option to create new tags.

Roll your mouse over each tag to see the options. 



Displaying Tags

Categories and Tags

Tags are displayed in various ways, depending on 
the Theme you are using.

In most themes, they are displayed on post 
pages - usually in the header or the footer of post 
with other meta info (date, author, etc). 

You can also display tags in the sidebar of your 
site using the Tags Widget. 



Tag Archives

Categories and Tags

Tags can be used to provide an archive of posts 
on a particular topic. 

By clicking on a tag link in the tag cloud, a reader 
can view all the posts with that tag on Tag 
Archive pages which list all the posts that have 
been added to a tag on one page, in chronological 
order.


