Creating your HCS Teacher Blog

Getting Started:

1. Open any web browser. Enter the following URL.: http://teacher.haywood.k12.nc.us/
Click on Create your own blog.
(Note: To browse other blogs, click on Locate blogs by school.)

Teacher Spaces /
Haywood County Schools Teacher Blogs : /

-

Welcome to Haywood County Schools Teacher Blogs

e Create your own blog (Please use your HCS username when signing up.)
Guide for Creating your HCS Teacher Blog
e Locate blogs by school

2. Enter your user information:
Enter your username.
(Note: Please use your HCS username when Username:
signing up.) kguffey

(Must be at least 4 characters, letters and numbers only.)

Email Address:

Get your own Teacher Spaces account in seconds

Enter your email address.
(Note: Only HCS email addresses will be kguffey@haywood.k12.nc.us

accepted_) ('\."Je’l\.send your password to this address, so triple-check it.)
@ Gimme a blog!
O Just a username, please.
. . I
Click Gimme a blog! Next »
Click Next >>
3. Enter your blog information:

Your blog name will automatically be entered. o

. H 09 Name: Bethel Elementary
(Note: Your blog address will be teacher.haywood.k12.nc.us/ Bethel Middle

- C Middl
http://www.teacher.haywood.k12.nc.us/blogname kguffey o ey
(Your address will be Central Haywood High
. teacher.haywood.k12.nc.us/blogname. Must | Clyde Elementary
Enter your blog tltle characters, letters and numbers only. It cannot b Haywood Early College
. . choose carefully!) Hazelwood Elementary
(Note: You can change this at any time.) Blog Title: Jonathan Vallsy Elemaniary
Junaluska Elementary
. ) Kim's B|Og mearflE‘u»'hl'oolé‘Element?ljJ
Choose your Privacy Options: T
Privacy: Pisgah High

Yes: | would like my blog visible in search engines

Riverbend Elementary

. . .. I would like my blog to appear in search #hgines i Tuscola High
NO I Would not Ilke my blog Vlslble. Technorati, and in public listings arofd this site. Waynesville Middle
® Yes O No Blog Topic:| Other v
Blog Topic: Please choose your school site. S

Click Signup>>

4. Your next screen will be a congratulations message. Check your email. You will receive an email
from Teacher Spaces. Click on the link provided to create your blog. If you do not respond within
2 days, you will have to initiate this process again.
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http://teacher.haywood.k12.nc.us/

Your account is now active!

5. Congratulations! You’re account is now active. Username: kouffey
Write down your username and password. password: NN
CIiCk ViEW your Site Or Logln to Start Editing your blog Your account is now activated. View your site or Login
6. Login and update your password. . @) WoroPress
Enter your username and password provided.
Click Log In kguftey
T

Once logged in, you will see your Dashboard.
Click on your username in the upper right hand corner. You are now at your Profile page.

Kim's BlOg Visit Site New Post kguffey | Turbo | Log Out
Help
{& Dashboard .-_'_”I)U\_‘ P?‘Oﬁl(’
# Posts Personal Options
2y Media visual Editor [~ Disable the visual editer when writing
& Links .
Admin Color Scheme -~ -- Alia

Scroll down to complete your First Name, Last Name, and nickname.
Continue scrolling to enter your new password. (Note: you will need to enter it twice.)

New Password If you would like to change the password type 3 new one. Otherwise leave this

Type your new password again.

Strength indicator

Click Update Profile

Update your Settings:

Click on Settings, on the left hand side. Settings allow you to configure reading, writing, discussion,
privacy, etc. T Kim's Blog v T
1. General Settings: B General Settings

Use this setting to:
Modify your Blog Title or Tagline e
Choose membership options D conmens
Change timezone, date, or time 5 Appearce

format
Select the weekly start date

Click Save Changes
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2. Writing Settings:

Use this setting to:

Change the size of post boxes

Change the formatting

Choose the default post and link
categories

Click Save Changes

. Reading Settings:

Use this setting to:

Change the front page display
(Note: the default is your post
page, but you can select any
page as your front page or your
post page. Pages need to be
created and saved first, then
selected from the drop down.)

Change the number of posts and
feeds that show.

Click Save Changes
Discussion Settings:

Use this setting to:

Allow or disallow people to post
Comments on your blog

Modify your blacklist

Choose avatar settings

Mandatory Settings:
Email me whenever:
Check both boxes

Before a comment appears:
First box must be checked. An
administrator (you) must always
approve comments before they
post to your blog.

Click Save Changes

TV Kim's Blog

1T Whriting Settings

Sae of the post box i0

Default Post Category neategenass
Dafault Link Category

Remate Publishing

%, User To post AP
publishing intarfa
Ti Tools
S Atom Publishing Protocal
i Settings t ublishing Protocol
wnaral NML-RPC I™ Enable the WordPress, Movable Tyos. Metaweblog and Slogger XML-RPT publishing pretocels
Writing

\\J Kim's Blog

A1| Reading Settings

Front | isgilay etats
tic page (select below
Front p lecx 3
ront page
Pogts page ¥
Blog pages show at most 0 pews
=) Appeara on feeds show the 10
T} Tools o
s fend Ful text
i Settings AT
e Encoding for pagas and fead UTF-§
Reading =
Have Changes
W Discussion Settin
A
A
»

Created by Instructional Technology Staff, Haywood County Schools

Revised August 2009
Page 3



W Kim's Blog

. Media Settings:

'1| Media Settings

Image sizes

Use this setting to:

Change the dimension of images
That you insert into pages or
posts.

Large size Mucywieh 1029y aigpe 1024

. Privacy Settings:

Blog
Use this Setting to: it Dashboard 1Y Privacy Settings
Choose whether you want your . o o s OO B
blog visible in search engines. - :

Click Save Changes.

W Kim's Blog

. Permalink Settings:

(&} Dashboard 1Y Permalink Settings

ardPross offers you the
ugabidity, and forward-
H u started,

The default will be day and name.

5 . Common scllings
It is best to leave permalink O rae e oetout
structure as is by default and make & Day andname e Bt g O st 5
any changes to permalinks on 5 Appeatance - ony and farse b eber hpmed et 00 g

individual pages. - e

 Custom Structure Ry sk Smanthnusk/ Sl A SoostnsneN.
Click Save Changes. e

B you like, you may enter custom stru
would make your category links ke b

& hare. For axampls, using
ed/ . If you leave these blank the d

Category base

Tag base

. DEIete Blog Kim's Blog

. . Delete Blog
Use this setting to: 4 ko o, W o ik Dty B
Permanently delete your blog.

Once deleted, blogs are not retrievable.

Click Delete my blog permanently.

. Blog Topic:

 Kim's Blog

Use this setting to: T
Change your school site = ————
(Note: This is how others will find e
your blog on the Teacher Spaces site.)

Blog Topic

Click Update Options
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Understanding pages and posts:

Pages: Pages are static instances, used most often to share information you would like to remain on
your blog or webpage. Ex. About, Mission, Policies and Procedures

Posts: Posts are revolving news items. Each blog is allowed 1 post page. New posts default to the top
of the list. As new posts are added, older posts filter down. Ex. Weekly homework, News,
Announcements

Writing a page or post:
1. Entering text
Click on Pages or Posts (located on the left hand side), then click Add New.
(Note: Posts can only be transferred to pages by copying and pasting the information. Please make
sure you check this before you start typing your information.)

Edit Edit
Add New Add New

Post Tags

| IV Kim's Blog

Enter the title of your page or post.

1" Add New Page

Enter the text for your post.
(Note: Rolling over the icons will
allow you to see the functions.)

Attributes

Click on Show/Hide Kitchen Sink

to see all tools. | ==

2. Upload media to your page or post. (Use this tool to add images, video, audio, etc. to your blog.)
Place your cursor where you would like the media to be added.

A A Add media: Visual
Select the appropriate media to add. mREEEnEEE =|[z[a[E
H - - - i= | i= === = -
image video audio media [ Llgl=lall@lslelel == @

Note: To upload docs, powerpoint, spreadsheets, pdf, etc. please use Media

Beside Choose files to upload, click Select Files or Click the Browser uploader. Select the file from
your storage device (computer, flash drive, external hard drive) and click open.

Change any settings that are necessary.

Below Link URL, click on File URL to place the active link in the box.

Link URL

None File URL Post URL

Enter 3 ik ik above for pressts,

Click Insert into Post.
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Post Tags

3. Add Tags or Categories (Posts only) Add new tag
Categories: Works like a filing system S

Categories help you file your posts for
easier search and retrieval

Categories

All Categories = Most Used

™ test
. —— To add a new category:
Tags: Used more as a keyword or topic . ke Acd Mo Coto gg;y
search. Multiple tags can be added to Enter the category name.
each post allowing you a quick search Choose the parent category.
through a tag cloud. e Click Add.

4. Save and/or Publish your page or post. Preview your site.
Save Draft: Saves your page or post to your wordpress directory. Only you have access to these
pages.
Publish: Saves your page or post for viewing on your blog.

W Kim's Blog

1" Add New Page

Attributes

Preview your site at any time by clicking on Visit Site (located beside your page title at the top).
This allows you to see your page or post as it will appear in your blog.

Editing your pages and posts:

Click on Pages or Posts, (located on the left hand side), then click Edit.
Locate the page you wish to edit, hover over the page title and click Edit.
Remember to save your pages once you have finished editing.

A im" o [Vistsite New Page ¥ Howdy, kguffey | Turbo | Log Out
m's Blog
[E Pages opt Help
- ] Edit Pages
Edit
Search Pages
Add New # Posts All (8) | Published (2) | Scheduled (0) | Pending Review (D) | Drafts (4) | Private (0 SR ReS
Media | Bulk Actions ¥ | Apply
& Links — Author L] Date
¢ Posts I~ (notitle) - Draft kguffey 2009/01/0
_Ed/— P> Ecit | Quick Edit | Delete | Praview 8
. Last
Edit Add New Madified
Add New €7 Comments I~ About kguffey 2008/10/1
s
Post Tags Published
50 Appearance
& App [~ test- Draft admin 2009/03/1
& Users e
Last
T8 Tools Modified
Settings [T Test Page - Draft kguffey 2008/10/2
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Adding links to the blogroll:

A blogroll allows you to reference other blogs, favorite sites, etc. and share them with all your readers.

1. Manage Link Categories

Categories will apear as separate sections on some themes. On other themes, all links will remain

in the same blogroll.
Click on Links, then Link Categories

Under Add Link Category, enter a new
Link category name, then click

Add Category. \ i

To view sites within a category, click on
the number associated with the category
under links.

. Adding Links
Click on Link, then Add New
Enter the Name of your link
Ex. Haywood County Schools

Enter the web address (include http://)
Ex. http://mww.haywood.k12.nc.us

Enter a description (optional)

-

T Kim's Blog vian

&} Dashboard &~ Link Categories
tegor
05Ls —— a ,
Y Media Add Link Category
= Name Descriptios Slug
Links

Link Category name

Blogroll

Link Categaries I~ Great Sites to

Explore

Description {optional)
ages
E

Comments

Y Kim's Blog

77 Add New Link

ame
Lxample: ity blogang schware [ Feep this link private

Web Address Add Link

Description

Categorkes

Select a category.
Click Add Link
. Edit Links

Click on Links, then Edit
OR

From Link Categories, select the link list

To Edit: Click on the link name.
Make modifications, then click
Update Link

To Delete: Hover over the link name
and press delete to delete it.

To delete multiple links: Check the box

i i I Great Skes
P> il Cateparics Great Skas to
I Biogrol

Explare

WM | S Unks ¢ Kin's Blog — WiordPress

% Kim's Blog

" Edit Links

Categories Relationship visible  Rating

Haywood County Schools

r WordPress.oom

WordPress.org

URL Categories Relationship visible  Rating

beside the link names. Select the Bulk Actions drop down

box. Choose Delete, then click Apply.
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Managing Comments:
It is mandatory that you approve any comment that posts to your blog.
Click on Comments (located on the left hand side)

For individual comments: Hover over the selected comment and click on Approve, Unapprove,
Spam, Delete, Edit, Quick Edit, or Reply just below the comment

Kim's Blog Visit Site New Post kguffey | Turbo | Log Out

J— Screen Options Help
{8 Dashboard & Edit Comments

. . ., Search Comments
All | Pending (0) | Approved | Spam (0)

5 Posts
i |Bu\|—c Actions vl Apply |Show all comment types M| | Filter
lg':? Links [~  Author Comment In Response To
Pages guffey Submitted on 2008/10/30 at 1:1fpm ield Trip — Next
Cl Pag ~ kguff bmitted Field Trip - I
kguffey@haywoo  This is a comment week
naporove Sp clete Reply
) 0.20.1.145 Unapprove | Spam | Delete | Edit | Quick Edit | ‘g.lv
Appearance ~ [ir WordPress Submitted on 2008/10/16 at 10:45am Hello world
cher.haywood.kl2.n  Hi, this is a comment. =
8, Users To delete a comment, just log in, and view the posts’ comments, there vou

1927.0.0.1 will have the option to edit or delete them.

T} Tools
Settings

uthor ment In Response To

Bulk Actions | | Apply

To mark multiple comments, check the box beside each comment, then select the Bulk Actions drop
down box. Choose Unapprove, Approve, Mark as Spam, or Delete and then click Apply.

T\ Kim's Blog

Changing the appearance of your blog:
1. Click on Appearance, then Themes.

1 Manage Themes

The current theme will be
shown at thetop. | ==

Tl Todl Test =
Preview available themes from : 7= = Iﬂl

the list below. Click on the =
th U mbnal I to preVIeW fu I I 72 Class by Alan Who Alu:_.nct Spring 1.0 by Beoca Ambiry 1.0 by Phu Ly
size. = o - |

To select your new theme, click
Activate in the upper right

hand corner e L0y Zrorivyl-ibytlumndn | Andeess09 2.4 by Andeas
EETE
_ _ - . e b
Your new theme is now active. -

Blix by Schastian Schimie il Bluebird 1.0 by Randa Clay Blue Green by fBob

Click Visit Site to preview your theme.
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Note: Some these are widget ready and some are not. Widgets can be added to the sidebars on
your theme. The META widget is important as it allows you quick access to login from your
homepage. When changing themes, not all components transfer seamlessly.

To modify Widgets:
Click on Appearance, then Widgets
Drag available widgets into the sidebar of your choice.
Note: Some themes will replace all existing widgets with any new ones you select.

Getting back into your blog:
1. Navigate to your web address (http://www.teacher.haywood.k12.nc.us/blogname)

2. Click on Login under Meta. Enter your username and password.
Note: If Meta is not visible on your theme, add /wp-login after the URL
Ex. www.teacher.haywood.k12.nc.us/kguffey/wp-login

3. You will always enter your blog at the dashboard. Navigate to any page or post in your blog from
here.

The Dashboard:
Note: At any time, you can modify the look of your dashboard for easier viewing.
From your dashboard:

Click on Screen Options.

Choose what you would like to appear on your dashboard.

Choose how many columns you wish to see.

1V Kim's Blog

Show on screen

¥ RightMow W Recent Comments ¥ Incoming Links W QuickPress @ Recent Drafts

't Dashboard

Right Mow QuickPress

QuickPress allows you to make a post quickly without entering the editor.
Enter the title, your content, and click Save or Publish.

W Kim's Blog

Dashboard

itight Mow QuickPress
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