How to Administer a UMESD Blog

\ r
Teachers Notes m\ 4 \\
webjournal just for teachers d
Logm as the administrator e 2
preDste 1o admineter your blog:
http://www.umesd.net .
J&_—%_S’IL ’F%r ! User ID:
- Eachérs! —
e UserlD is your firstname and lastname o Password:] |
as one word. for boathire, - Forgot password?
[ ] EXampIe . Janesm|th Teachers Not:sc:sta:vebgouma\d Fememier Ty 0 his comptser
aimiators by the Ll
. Mqrrow E.SD.IH Pendleth, OR.
e The default password is the same as bl il
your UserID and can be changed. il
PR+ i sceaune s
e After a successful login you will be at
Manage Entries screen
AR . _
Change a password Teachers Notes () |54
A webjournal just For teachers PasSword: [seeesses | r!l
Click Manage Account I
Type in new password in text box m Create New Note
-
provided - B
Tile
d C"Ck | SEUE Changes | SlectaThene Enter the title of this note.
'
Create a new entr ==
° C“ck Enter the content of this note.
e Type in a title in the Enter the title cmes o2 tlllsE o
of this note: box. ik B mage — tne |[Fot | [Fortsee B
o The Blog Wi" pOSt the date Plain Text/HTML Editor | Rich Text/Visual Editor
automatically.
e Type in the content of your post in
the space provided. You have
formatting options on the toolbar
follows:
o Bold
o Underline Privacy
o [Italic
o Strikethrough Do you want to allow users to post comments?
o  Left, center, right, and full & ves
justification ~
No

Bulleted and numbered list

[e)

o Tabs left and right

© Create a Il.nk Alternatively, vou can reguire a password to pogt comments. This overrides the getting above
o Insert an image

o Format fonts and sizes Enter the password:

e Check the appropriate radio button if you
want readers to write respond with
comments to this entry:

e Type in desired password (if you want to |Reset | | PostNote
require one for users).

¢ Click Post Note to save your entry inside your Blog on the Internet.
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General Settings Button

e Click _EE" to change:

o The Overall Title of your Blog
o Add an image to the Title area of
your Blog

o Type a description of your Blog

o Set auto archive options

o What is displayed for comments
e Be sure to press Save Settings (button

on bottom of page) to activate changes

Preview

e Click
e Your journal will open in a new window.

Wieny Journal ]

Manage links

I } -
u: B8 teachert o
LHESS £Ss \ | = G
A webjournal just For teachers Password: m 1}
L
General Settings
|]onrnal Title
Enter the title of your webjournal
ITEEd'IEI'S Blog
Colors and Fonts
|T|t|e Image
Enter the url of an image to use in the Title area.
gt | =]

|]ournal Description

Enter a description of your webjournal,

B U I 5 £

=
® Lnk @l Image — Line | [Font >

£

Plain Text/HTML Editor ‘ Rich Text/Visual Editor

e Click Custom Links

Custom Links

Add a New Link

[ Edit Links

e Type in the Link Text as you
want the link to appear

¢ Enter the correct URL for the Link
URL. Recommended you copy
and paste the URL from the
Internet.

¢ Link Target is defaulted as blank

1.

Edit and remove links from your Webjournal.

Link Title Link URL Link Target
Umatilla-Marrow ESD | http:/ .f|w'n"N.umesd.klz.or.usf | _blank
Save Changes

&

if you want the link to open in a

: |Add New Link

new window.
e Click Add Link to post the link on To add a new link, enter the Title of the fink, the URL and the window target of the ink (the default of _blank iz

your BlOg usually sufficient).

Link Text: | |
Delete a Link Lk UL
- - - . il

= Delete the text in Link Title and neep: /| |

Link URL Link Target: blank D

= (Click Save Changes
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Select a Theme
CIle Select a Theme

Click on a theme to select it

Click OK at the prompt Text: FontFace: TrebuchetMS| Color: |#A38FA3 | . Size: px BT u
Click on any color box to

get the Font Style Editor i : : .
o Choose a Font Face A Font Style Editor - Microsoft JIJEJE'
o Chose a Font Size
o Click on the color box to Font Face: | Trebuchet MS Font Size (px): =
change Font Color
o Choose Bold, Italic, or Font Color:  [#A38FA3 | [ 8. [Or [u
Underline

Click Save and Close
Repeat for every “Block”

Save And Close | | Reset | | Reset And Close

Select a Layout

. Choo Layout
RIS Choose a Layout

e Click the Radio Button next to desired layout

e (Click __=3ve settings |at bottom of screen

Insert Pictures

e C(Click on m

e Click _Bowse_ ] o find the file

e Select the file, and click
o Click |.Ugiad |
When ready to insert the image, click the Choose Image icon

Click the selection box next to the image
CIick[ Uzse Selected Image

Manage Entries Journal Manager

Click
Click on the Title of the Blog to

edit the entry. Edit and remove entries from your VWeb journal. Click on an entry to manage.
e Edit desired contents

|Manage]ourna| Entries

Title Posted Date
Using a Bleg in the Claszroom Friday, April 16th 2004
TO delete a comment \ Using Video in the Classroom Friday, April 16th 2004
¢ Scro” to bOttom Of screen to Welcome to your Web Journal Friday, April 16th 2004

Manage Comments |
e Click the box next to the comment
to select it.

Click Delete Selected Entries
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Uploading a Web Page to a Blog

Creating the file

NOTE: Utilizing web page files in this manner will only work with TEXT ONLY files. Any graphics are saved in a
separate folder that can not be uploaded to the Blog web server.

1. Open MS Word

2. Create the file using text only features (bulleted lists, numbered lists, columns, tables)
3. Click on File, Save As

4, Select "Web Page” in the “"Save As Type" drop down box

5. Type in a File Name with NO spaces

Remember where you saved the file!

Uploading the file

1. Go to www.umesd.net and log in

Click on

Click _B@wse_ | 16 find the file

Select the file, and click Open
Click [M], keep this window open

A Wi

Linking the file to Custom Links

1. Highlight the new link with your mouse
2. Copy the link To add a new link, enter the Title of the link, the URL and the window {
a. MAC - Hold the Control key down as you click usually sufficient).

on the selection, select Copy
b. PC - Right click on the selection, select Copy
Close this window
Custom Links

| Add New Link

Link Text: Spelling List

Link URL: http:/ /mesd.netfpictures/23/hola.htm
Now, go to
Type in the desired Link Text: Link Target: _blank (v ]
Click in the Link URL: box and paste the link
a. MAC - Edit, Paste

b. PC - Right Click, Paste

7. Click Add Link

ounk W

Adding a link within an Entry

NOTE: This will NOT work on the older I-Macs because they cannot view the Manage Entries Tool Bar

Click on

1.

. . . Copy a Link
2. Highlight t.he Im% MAC — Hold the Control key down as you click on the selection, select Copy
3. Copy the link PC - Right click on the selection, select Copy
4, Close this window
5. Click on Add Entry
6. Click on the Rich Text/Visual Editor tab of the editing window
7. Type the words you want to link
8. Highlight the words with your mouse

=2 Link

9. Click on the Link button

Paste a Link
10. Paste the link aste a Lin

MAC - Edit, Paste
11. Click OK  —> PC - Right Click, Paste

How to Administer a Blog Page 4 of 4 4/18/2005



