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Logging Into your Web Log
First, go to your Web Log Address and Type in your Username and Password and

click on “Login” in the Meta Area. click “*Log In”".
This will probably be in the sidebar of
your web log.
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Lost your password?

You are now in the Dashboard area of your web log. From your Dashboard you can write a
new Post or a new Page or manage and edit existing posts and pages. To return to the
Dashboard area at any time while you are logged in, click on Site Admin in the Meta section of
your web log.
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Choose to either
write a New Page
or a New Post.

You have 1 post, 1 page, contained within 1 category and 0 tags.

You are using WordPress mu Default theme with 0 widgets. Change Theme
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Writing a Post in your Web Log

To write a post in your Web Log, click on the "Write a New Post” button.

1. Type in a title for your post.
2. Type your post.

e You may make formatting changes to your post using the Formatting Bar (bold,
italic, text color, text alignment, insert picture, etc.)

3. Choose or add a category.

4. Click Save to save as a draft or click Publish to publish your post on your web log.
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Writing a Page in your Web Log

A page is a good place for static information such as an “about” page, class schedules,
syllabi, parent letters, etc.

To write a Page in your blog, from your Dashboard, click on the Write a New Page button
1. Type in a title for your page.
2. Type your page.

e You may make formatting changes to your page using the Formatting Bar (bold,
italic, text color, text alignment, insert picture, etc.)

3. Click Save to save as a draft or click Publish to publish your page to your web log.
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Adding a Link to another web page

1.

5.
6.

Title

Type the text you want to be the link (for example, “click here” or "My School’'s Home
Page”).

2. Highlight or select the text which you want to become the link.
3.

Click the Insert/Edit Link button on the formatting bar.

. In the Insert/Edit Link window which pops up, type the web address (URL) of the web

page you wish to link to. The web address must start with http:// (you may copy and
paste the address from the site you are linking to).

Set the Target as “Open link in a new window"”.

Click the Insert button to make the link active.
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Inserting an image from the Web into a Post or Page

1. In a separate browser window, find the Image you would like to insert into your blog.

2. Right-click on the image, select “Properties”, and copy the Image URL (Image
Location).

3. In your Web Log, from the Dashboard, choose either "Write a new Post” or “"Write a

new Page”.
4. Click the Insert/Edit Image button on the formatting bar.
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5. Paste the Image’s URL (http://whatever.com/pic.jpg) into the Image URL field in the
Insert/edit Image box.

6. Adding a description and/or a border is optional. It is not necessary to change any of
the other settings.

7. Click the Insert button to insert the image into the post or page.
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Inserting an image saved on your Computer into a Post or Page

1. From the Dashboard of your Web Log, choose either Write a New Post or Write a New
Page.
2. Locate the Add Media button above the Formatting Toolbar. Click on the star.
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3. The Add Media window will open. Click on the “Choose files to upload” button.
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You are using the Flash uploader. Problems? Try the Browser uploader instead.
After a file has been uploaded, you can add titles and descriptions.

From URL

URL *

Title *

Insert into Post

4. In the Select Files window that opens, navigate to the Image File you want to use and
Click “"Open”.

5. After the File has uploaded, you will have the option of giving your picture a caption
and a description. Choose the photo alignment and size you would like and click on the
“Insert into Post” button.
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6. Your picture will now appear in the post/page text editing box and the post/page can be
treated like any other (it can have text, posts can be categorized or tagged and it must
be published to be seen by visitors to your Web Log).
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