Blog Set-Up Instructions
CMDI 1200 Web Expressions

These instructions walk you through the process of setting up your Blog on the PSU system.  Note: you ONLY need to do this once – to get the Blog established.  Due to differing versions within the Blogging software, these instructions may vary slightly from what you see when setting up your Blog.

1.	Go to the page http://blogs.plymouth.edu and click on the link called ‘Create new Blog’ (located on the 
left-hand side of the page under the ‘Getting Started’ section).

2.	You will get redirected to the My.Plymouth login page.  Log in to your My.Plymouth account. When logged in you will see text similar to the following:
[image: ]
3.	Click on the link as directed and it will take you to the Blog Dashboard.
4.	Click on the SETTINGS option and then GENERAL and you will be taken to a screen where you can ‘customize’ your Blog.  Give your Blog a Weblog Title and a Tagline (don’t worry – you can go back and change them after if you can’t think up anything ‘creative’).  
When done click on the ‘SAVE CHANGES’ button:
5.	Click on the DISCUSSION option under SETTINGS and make sure your checkboxes match what is on 
this screenshot.  This is important to avoid problems with different aspects of the Blog.  The Instructor will 
describe the various settings on this page in case you wish to make slight modifications:
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Once you are satisfied with the settings click on SAVE CHANGES.

6.	Click on the PRIVACY option under SETTINGS and check off the button allowing EVERYONE to view 
your Blog then click SAVE CHANGES.

7.	Select ‘APPEARANCE’ located on the left side of the screen and you will be taken to a screen where you can choose a ‘Theme’ for your Blog.  To select a ‘Theme’ just click on it….you will see the preview.  To go back without accepting the Theme click on the X on the window…or to use the theme click on the ‘ACTIVATE’ option. 


Now that you’ve customized the way your Blog looks you can look around and adjust other settings if you 
wish….but be careful…if you don’t understand what a setting does leave it alone so you don’t mess things up.  Now it’s time to post your first article:

8.	Click on the ‘POSTS’ option on the left side of the page.  A very intuitive screen will come up.  Give your Blog a Title and write some Text:
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9.	You can add a Hyperlink by typing the text you want to link and highlighting it.  Click in the LINK symbol and a small window will pop up.  Enter a URL that you wish to link, adjust the ‘Target’ setting if you wish, and give it a ‘Title’ (the Title is optional)…then click on INSERT:
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10.	When your entry is complete click on ‘Save Draft’ (to save it for proofing and review) OR go ahead and click ‘Publish’ to send it right out to your Blog.  Your post is done and you can now view it (your Blog in general) by clicking on the ‘Visit Site’ option at the top of the screen next to your name.

11.	To add a picture click on the ‘ADD AN IMAGE’ icon next to the ADD MEDIA area.  Follow the intuitive instructions to upload an image, modify some options, and have it displayed (make sure you do select the INSERT INTO POST option:

[image: ]

	That’s it….your Blog entry is complete!

12.	Others (anyone in the world!) can comment on your article by going to your Blog and clicking on the ‘Leave a Comment’ link under the posting.  Note: If posts exist for this it will not read ‘Leave a Comment’…it may say ‘x Comment…where x = the number of existing comments.  This may vary depending on the theme you selected for the Blog.
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Yay! We made a blog for you

Click this link to access your dashboard:
« davec.blogs.plymouth.edu/wp-admin/

Go ahead and bookmark it once you get there, we hope you come back.
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