How to Use Blogger:

A Guide for Teachers

First Edition

Marcus McGowan
Saint Roch’s Secondary School

©22" January 2007

www.big-roch.blogspot.com

www.mrmcgowan.blogspot.com




CONTENTS

What is @ Blog?......oeeiii 3
WY Blog?. .. 3
Benefits of Blogging?..... ..o 3
Creating Your Own Blogger Account...........ccooviiiiiiiiiiinininenann. 4
SIgNING N 6
Managing Your BlOg. ..o 7
Creating & Editing POSES...... ..o 7
Managing Blog Settings.........ccooiiiiiiiii 10
Managing & Creating Page Elements..............cooooiiiiiiiiiiinnnn. 11
Moving Page Elements. ... 11
Adding a Page Element..........ooiiiii 11
AddiNg TeXt. e 12
AddiNg Pictures. ... 13
Adding HTML/JavaScript........ccooiiiiiiiir e 13
Adding LinK List......ee e 14
Moving Page Elements. ... 14
Moderate ComMMENTS. ......ouiuieiii e 15
Emails and Blogging......oooveieiiiii 16
Publishing to your blog via email...............ooo, 16
Emailing from Microsoft Word to your blog.................ooiiiiniies 17
Safety issues surrounding blogging.......cocvveviviiiiiiiii 18
ADOUL M. . e 19

How to use Blogger
Marcus McGowan, Saint Roch’s Secondary



WHAT IS A BLOG?

Blog is short for weblog. A weblog is a journal/diary/newsletter that is available for
public viewing on the internet. Blogs are updated frequently.

WHY BLOG?

“Using blogs in education provides pupils with their own personal
writing space where they can write what they like and as often as
they like whilst developing literacy and ICT skills. Schools can use
them for individual, group or class publishing.

Blogs have proved to be a fun way of working and encourage
children to take more interest in their schoolwork. It is an effective
way of getting children to communicate with one another and with
the ability to interact and enter comments against post pupils are
working in a collaborative environment.”

Learning and Teaching Scotland
http://www.ltscotland.org.uk/ictineducation/ictadvice/blogging/learningandteaching

.asp

In addition Blogs can be used to house valuable revision materials, links with
other useful websites and also provide a vehicle for audio and video materials.

BENEFITS OF BLOGGING

Blogging is easy to use. It is not as complicated as designing your own website
from scratch, as it has ready-made templates in place for the Blogger to
manipulate to his/her advantage.

Blogging is free to use in some cases, and is in fact with Blogger.com. This allows
quick and easy publishing of material, without set-up costs and maintenance
costs.

Blogs help communicate to an audience without the fuss of sending out
newsletters or other paper-based sources. Plus it can be edited and updated
regularly.
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CREATING YOUR OWN BLOGGER ACCOUNT

Open Internet Explorer

In the Address Bar type in: www.blogger.com

Scroll down the page until you see this:

Address |@ htkp: v blagger, comjskart "l GO GDDglE ||C’v W | il Q > @ i
OT COOT=E, 8 o e —WJ )

N il et

SWITCH NOW .
o o l

heed mare info? See our help with switching zuide.

What is  blog? Create a blog in 3

easy StE‘PSZ
% % @ @ o Create an account
Publish Get Post Go 0 Mame your blog

thoughts feedback photas rnobile
o Choose a template

A blog is your easy-to-use web site, where you can quickly post CREATENOURIRIOCINOW
thoughts, interact with people, and rmore. All for FREE.

Click on Create Your Blog Now.

Now you arrive at this page. You need to have an existing email address
(school one is fine) and then you create a password for yourself.

v|GouG—% »  Qse

— —_ —_— — - e - —

address |@ https: | v, google. comf accounts/Mewdecou V| Go

o Create a Google Ac€ount Google

Accounts

nt that you can use on other Google services, 1f you already
have a Google accednt perhaps frefn Gmail, Google Groups, or Orkut, please sign in first

Email address You'll uze this address ta
log in to Blogger and
other Google serices.
We'll newer share it with
third partiez without vour

[must already exist)

permizzion.

Enter a password | | Must be at least &
characters long,

Password strenqgth:

Retype password | |

| The name used to sign

Display name '\| bl +
wour blog posts,

You will also need a Display name, which will be your by-line.
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Then you come to this page:

- — — — - - - —

=5 |$Ej hktpe iz, blogger comyfcreate-blog.q V| Go Gougle | G~

CREATE ACCOUNT HAME BLOG
o Name your blog
Blog title (7] Enter a title for your
blog.
Blog address (URL) @  hitp:ss .blogspot.com  You and others will use
thiz to read and link to
wour blog,

OR

Advanced Setup ant to host your blog somewhere elze? Try Advanced Blog Setup. Thizs

will allow you to host your blog somewhere other than Blogspot,

—>

web address for your blog. Your blog

Here you-Create the title of your blog a
address will always end in blo .com.

After you select Continue you reach this page:

KAME BLOG CHOOSE TEMPLATE

Choose a template

Choose a custom
look for vour blog,
You can easiby
E change the
template later, or
even create your
- onn custam
template desizn
O Minima Black ance your blag is
Created by: Douglas Bowman Created by: Douglas Bowman set up,
preview template preview template

Here you will find a selection of pre-designed templates for your use. Later as you
become a more advanced user of blogger you can alter the templates, but for
beginners take advantage of the ready made ones.

Click on the Continue button at the bottom of the screen and...
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Address |@ http: w2 blogger .com/signup-dane. g?hlag Vi Go COI'.ngE |§G' b | wd@& P @

0 Your blog has been created!

e have just created a blog for vou, You can now add your posts to it, create your personal profile, or

custormise how your blog looks,
START POSTING

Home | About | Buzz | Help | Discuss | Language | Developers | Gear | Privacy | @ 1939 - 2007 Google

You are ready to begin!

SIGNING IN

Before you can create and edit posts or anything else, you have to sign in to the
blog account.

Open Internet Explorer

In the Address Bar type in: www.blogger.com

You should see a page like this:

:.-..l_ ser beta: | “reate your Blog Now -- FREE - Microsoft Internet Explorer provided by Wa nadoo !!E!i

@Eack M > \ﬂ @ \7:1 }r\JSaarch \:‘t/ Favotites e‘l :_.'-f' ‘; 4] @ @ 3

lress | (] Hetps:ffbsta blngger comjstart v iuns *

Google le vigoo g By~ OF Bookmarksw TagsRank o 33 () settings Mcafee Sitesdvisor
izn G ount

SIGH IN

Click on Sign In
In username enter the appropriate email address given at the start of the session.
For password, again enter the appropriate one given.

As the site loads you may have a few dialogue boxes coming up. Click Yes or Ok
on all of them.
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MANAGING YOUR BLOG

Once you have signed in, you are now at the Dashboard:

3 Blogger, beta: Dashboard - Microsoft Internet Explorer. provided by Wanadon

Fle Edt View Favoritss Tools Help (]
Qe @ - ¥ [Bl @ O Slprmones £ (3 L2 L Bad 3
adcress ] hipeibeta.blogger, comfhome v B ks *
; Google|[IG~ vie i@ By somaker Pt » @ settngs~
mmecgowan@st-rochs-sec.glasgow.sch.uk | Dashboard | Help | Sign out
& Blogger
beta
Dashboard Saint Roch's
Secondary
Manage Your Blogs Create a Blog | Help Mo photo available.
Drama View Blogﬂ Edit Profile [or View)
My Account
Change Language
4k Mew Post & tianage: Posts, Settings, Layout Haige | driguiags
Music View Blog &
Mobile Devices
s Mew Post % Managg: Posts, Settines, Layout e
Modern Studies xlew Blog & o
bt
& Done / & D Internet
-

This is the conttél pane| of the Blog: You can manage your blogs through the
main uses of Posts, Settings and Layout.

CREATING & EDITING POSTS

Right, you’ve signed in and your now ready to start adding content to the blog of
the century. So how do you go about it?

In the Dashboard, Select Posts

3 Blogger beta: Big, Roch Podcasting Project - Manage Posts - Microsoft Infernet Explorer provided by Wanadoo  [2][E][&]

Fie Edt Wiew Favortes Tools Help (]

@Back -9 \ﬂ \g] ¢ /’:\‘Seav(h *i:,_’ravuntes 8 - .; - @ @ 3
bata.bl "

address ] bt
Google [Ci-

v|eo 0@ B+ €% sooknarkew Pl » @ settings

c.glasgow. sch.uk | Dashboard | Help | Sign out B8

Template Views Blog

Settings

[ f searce | posts perpage |25 ¥
ol hctidps | Select: All, Hone Vour Posts: All, Drafts, Published  1-40f4
[J Edit Vidw b Question Time Parental Survey by Saint Roch's 11711706 Delete
Secondary
[ Edit View \ b ‘What is Podcasting ampway? 2 comments by Saint Roch's 08/11706 Delete

Secondary

08/11/06 Delete

08/11/06 Delete
720 TN A . S0 RO OO O ™

| @i

€1 ® Internet

Click on Create to start writing a new post.

Posts consist of Titles and then the message body.
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mmcgowan@st-rochs-sec.glasgow.sch. uk | Dashboard | Help | Sign out

8 Big Roch Podcasting Projec

Posting Settings Template

Create | Edit Posts Moderate Comments

Title:

Edit Html | | Compose

P vemasz v b i T ®

St ¥ oa o Preview

Recower post

Once you hayve entered a title and a body, you then can Publish your work to the
blog. You can check via View Blog.

If you select Edit Posts you are presented with a view of all your existing posts on
that particular blog.

3 Blogger beta: Big Roch Podcasting Project - Manage Posts - Microsoft Internet Explorer provided by Wanadoo [ (B[]
©

Fle Edt Vew Favortes Tools Help

Qe - © \ﬂ E] A /":Swm \;‘:(Favantes @ R & = LJ @ 3

dchess ] htp:{fbeta blogger.comjposts.g7blogio=s999373 ¥ | EJ G0 ¢ Google [Giv cathkin bagspat w60 6> @ settingsy

mimcgowanest-rochs-sec. glasgow.sch,uk | Dashboard | Help | Sign out &

8| Big Roch Podcasting Projec

Posting | Settings | Ternplate

Create | EditPosts | Magerate Comments

— posts porpage (25 9]
[Lebet actions..._¥] elect: All, None Your Posts: All, Drafts, Published  1-50f 5
[ Edit View ) Clyde Golden Mic Competition by Saint Rochs 00:25:00  Delete
Secondary

[ Edit View uestion Time Parental Survey by Saint Roch's 11711706 Delete
Secondary

[ Edit View ) What is Padeas 2comments by Saint Rach's 08/11/0¢ Delete
Secandary

[ Edit View » Podcast Demo by Saint Roch's 08/11/06 Delete

Secondary

2

<
| &] pore @ inermet

To edit the post content, click on Edit. This takes you to a menu below:

3 Blogger beta: Big Roch Podcasting Project - Edit Post "Clyde Golden Mic Competition?” - Microsoft Internet Exp

Fle Edt View Favortes Took  Help (]
O O DB G| oo for @3B B-UE B
ez | €] httpsifbeta blogger.comfpost-edit.oPblogin=039%: v | B Ga | Google Gl cathhin blogsget v () Settings~
—_— ~
[for  Wvomeszziv] b & W@ Eitu ¥ & o Preview
Recover post
St Roch pupils entered the Clyde Golden Mic Competition where they had to design their own
radio show.
Some of the pupils' ideas were brilliant, but perhaps the best thing to emerge from the activity is
the birth of ROCH FM and its catchy if tongue in cheek jingle, which we will post on here a little
later)|
Labels for this post:
P Post Options e.2. scooters, vacation, fall
- Shorteuts: press Cart with: & = Bold, | = Ralic, 5 = Publish, D = Draft more
SAVE AS DRAFT
v
€] pone © Intemet
=
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Here is the toolbar in greater detail:

Font v MomalSize | h § Ty & %E Sk Va2

Rermwar nnct

As you can see the toolbars are similar to that used in Microsoft Word, whereby
you can:

change the font embolden change text align text left,
colour centred, right or

justified

change the font italicise add hyperlinks add numbering

size /

v . 4 % ¥,
Fant v | Mormal Size v . — = @

Rermwar nnct

add bullet points  add quotes spellcheck insert picture
from file
remove

formatting from
the selected text

To view post content, click on View. It is that simple!
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MANAGING BLOG SETTINGS

In the Dashboard, Select Settings

You will be faced with a few different drop down menus.

Add your Blog to our Yas v

g o)
h“mgs' & Public blog appears in your Elogger Profile. If you select "Mo” we will not show your blag amywhere an

Elogger.com, but it will =till be available on the Internet.

This is whether you wish your blog to be in the Blogger.com directory. Select No if
you do not wish it to be.

Show Quick Editing Yas v

7
on your Blog? hen you are logged in to Blogger, edit vour posts from your blog with one click,

This easy editing tool for your blogs is to be recommended. Set to Yes.

Show Email Post Yag %

inks?
lirks? Email Post links let your wisitors easily email posts from yoor blog to their friends,

This setting allows visitors to email your blog posts to their friends. Again the
option to allow shared comments of important posts is favourable.

i T |12 R P Wy T s L TS rss ;|
Global Settings (Applies to all af your blogs. | &
Show Compose Mode Yag v

7
for all your blog-s. Adds a Compose mode to vour Post Editor, (Alzo sometimes known as @ wysiwyg editor, )

Save Settings

Delete Your Blog

Delete Your Blog?
lete Tourtlos Delete This Blog

The final two settings apply to all the blogs you create.

The Compose Mode editor allows you to write posts in normal text without having
to worry too much about HTML. Recommended!
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Delete Your Blog does exactly what is says and removes from existence all posts
you have on that particular blog.

MANAGING & CREATING PAGE ELEMENTS

How do you get all the fancy parts of the blog to appear? The process of adding
posts, pictures, HTML and hyperlinks to the blog is all done through an easy to
use drag and drop system.

In the Dashboard, Select Layout

What you have is the parts that make up the blog people will view. These are
called page elements. This is what you see below:

A Blogger :: Edit Layout - Microsoft Internet Explorer provided by Wanadoo

: Fle Edt View Favorites Toos  Help )] PI‘eVieW OffeI’S a V|eW Of
: Oﬁatk - O |ﬂ @ o) /.-JSearch ‘:;“:(Favnmtes O D& B - @ 3 the blog before |t |S

: Address g] http:ffbeta.blogger.com/rearrange?bloglD=8999% v =4 Go ] Google |Gl cathkin blagspot v |Go ¢ () SethndE v p u bl iS h ed

| Posting Settings Template

Page Elements ‘ Fonts and Colours Edit HT #L Choose Mew Template

— Clear Edit undoes any

Add and Arrange Page Elements
changes made to the

Click and drag to rearrange page elements on your blog,

IC
blog.
Big Roch Podcasting Project...
Edit
Add aPage Element HTML JavaScript
H Edit
| Saint Rachs Secondary — Save stores the blog as it
Edit .
Picture IS'
I Cae i)
¢ ¥
(& Done B Internet
Lo

Moving Page Elements

To move existing page elements around, all you do is move the cursor arrow over
an element until it changes from the white arrow into the black dragging tool. Then
drag it to the place you desire.

Adding a Page Element

To add a new element, click on Add a Page Element and then you will have a
choice of which type of page you wish it to be.

How to use Blogger 11
Marcus McGowan, Saint Roch’s Secondary



| A hitp:ifbeta. blogger.com - Blogger
‘Li;l

films ar anything you like

Add a list of your favourite books, ‘

— |Link List
| add a collection of your favourite
sites, blogs ar web pages

or from somewhere else on the
web.

ADD TO BLOG ADD TO BLOG
~|Picture ‘7I Text
B304 4d a picture from your camputer || dd some wards to your blog - like

awslcome message - with our rich
text editor,

g ADD TO BLOG " ADD TO BLOG
1~ | HTMLtJavase ipt [ Adsense
| | add third-party functionality or 5] bisplay AdSense ads targeted to
other code to your blog. your blog
ADD TO BLOG ADD TO BLOG
= |Feed [=|Labess
| '=/add content from asite feed to | Show all the labels of posts in your
i your blog. blog,
ADD TO BLOG _ADD TO BELOG
;‘ Logo ‘f | Profile
— | choose from a variety of Blogger |Dvsplav information about

L p—

Adding Text

Select Add To Blog and then you will have a
different menu for each type of page element.

For the purposes of this guide we will only
look at the most common page elements:

Text, Pictures, HTML/JavaScript and Link List.

Underneath Text, click on Add to Blog. The Configure Text menu appears. It is
a refined version of the Create Post menu you used earlier.

E hitp:Mbeta.blogger.com - Blogger :: Big Roch Podcasting Project :: Conf... EHE

8 Configure Text * Heln

Title:

Content: b i Tg@ ki b ¢ @ 6k | Rich Text Edit Hfm
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Adding Pictures

Underneath Picture, click on Add To Blog and then this menu will pop up.

Hl http:/ibeta. blogger.com - Blogger : Big Roch Podcasting Project :: Confi... El@

It gives you the opportunity to put a title

. ? Help A i
® Configure Image and a caption of your image
To upload an image from your own
Title | | computer, click on Browse and then
Caption | | locate the appropriate image file.
Image From your computer:
®| |[ Browse... /
O From the web
|unu | Remember to Save Changes.
Shrink
to fit?

Adding HTML/JavaScript

Underneath HTML/JavaScript, click on Add To Blog and then this menu will pop
up.

E) hitp://beta. blogger.com - Blogger :: Big Roch Podcasting Project :: Conf... E‘@

Again you can enter a title and save
changes.

8 Configure HTML/JavaScript

Title:

However, in the content box all you
contant b i TR b W 6 | Rich Text Laithm have to do is copy in HTML Code for
whatever application you need, and
when you View Blog it will display the
graphic, image or content you desired.

CANCEL § SAVE CHANGES
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Adding Link List

Underneath HTML/JavaScript, click on Add To Blog and then this menu will pop

up.

8 Configure Link List

CANCEL @ SAVE CHANGES

Title |

Humber
of links
to show

in list:

Leqve blank to show oll links

Sorting: | Do not Sort

Hew -
Site URL |ttp.ss
Hew |
Site
Hame

CAMNCEL @ SAVE CHANGES

Moving the Page Elements

i http:ifbeta.blogger.com - Blogger : Big Roch Podcasting Project :: Confi... |;||E|E|

Here you enter the title of the
link, and copy and paste in

i the web address in the box
marked New Site URL.

o
i Once you have done so,
click on Add Link.

Links can be sorted
-——alphabetically.

Once selected, you drag and drop the new page element to wherever you wish it

to be placed on the blog.
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MODERATE COMMENTS

You can ensure no-one replying to a post writes anything unacceptable with
school use by being able to check their content.

Go into Dashboard and then Settings. Scroll down to find this:

Comments Timestamp  [4g 125 ary 2007 23:59:16 GMT v
Format

Show comments in a O Yes ® No
popup window?

Enable comment @ Yes O No—-©
moderation?

| PNEY R F F

As you can see you can set comment moderation to Yes (which means you can
allow or delete comments before they go online) or No (which is probably not
suitable or wise for school use).

Two other useful functions you have within the Comments to Show or Hide

comments

Comments ® Show O Hide
Mote: Selecting "Hide" does not delete existing comments - oo can show them at any time by re-selecting
"SR,

Whe Can Comment? Anyone
Only Registered Users
Only Members cufthls Ellog

Cammante Dafanle far

and a drop down menu allowing you to permit Only Registered Users, Anyone,
or Only Members of this Blog to be able to comment.
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EMAILS AND BLOGGING

Publishing to your blog via email

One of the great advantages of using Blogger.com for your blogging is that it has
the facility to publish directly from your email onto the web.

How do you do it? Simple.
Go to Dashboard and then Settings. Click on the Email tab.

You will see this screen:

Posting Settings Template

Basic Publishing Formatting Comments Archiving Site Feed Email | Permissions

BlogSend Address |

Enter an email address here to hawe your blog mailed to whenever you publish,

Mail-to-Blogger Address saintrochs, big-rach Dhlogaer, com

This iz an addresg by which you can post o your blog wia emiail

Publish

logger Address is the function you need. It is divided into your
e, a keyword of your choice, and then the host.

All Blogger.com email addresses end in @blogger.com.

Remember your blog ends in blogspot.com but your blog email address is
@blogger.com!

So if | go into my email software, Microsoft Outlook and key in the address
saintrochs.big-roch@blogger.com whatever | write within the email will be
published within seconds on the web!

¥ How to publish direct to the web - Message (HTML)

Fil= Edit Wew Insert Format Tools Ackions Help

Hsend | B 2 0 Y 3 v [gogons.. [Z) 2| Aal -l - A B I U

To,.. | |BioRoch Digital
cooe ||

Subject: |How to publish direct to the web

The content of this ermail will appear directly on my blog without any more effort! How cool is that?

Marcus McCowan

(Note: In the above example | had already saved the email address into my contacts)
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Emailing from Microsoft Word to your blog

There is a not very well used function in Microsoft Word that can actually make
blogging easier again.

In MS Word click on the email icon.

&l Document? - Microsoft Ward

File Edit Yiew Inse ormat  Tools Table ‘wWindow Help

O=E & [& =2 -1z -
Esendalopy ¢ o)W -0 Hee

G To: |saintrc-chs.big-roch@blogger.com

BRce |

Subject: |Pub|ish fram Ward to Blog|

The text here 1z going to be published direct to the webl

The Email toolbar will appear and then all you have to do is key in the email
address df your blog and send it!

The subject of the email will become the title of that blog post.
One final point to consider is that formatting can sometimes be lost when

publishing from word into your blog. Using tables is a good way of keeping the
spacing and style of the text. Obviously hide the table!
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SAFETY ISSUES SURROUNDING BLOGGING

Child Safety is obviously paramount in any kind of internet based activity.
Guidelines are available.

This is taken directly from LTScotland:
Blog safety

Setting up a school blog is the same as setting up a public website. You
should be careful not to write any personal information that could identify
the user or the users location.

Care should be taken over the comment of the posts and when using blogs
in education there is always going to be a certain amount of trust involved.
It is the same as using the internet, there should be an acceptable use
policy on the use of blogs within the school both as an author and as a
reader.

http://www.ltscotland.org.uk/ictineducation/ictadvice/blogging/learningandteaching
.asp

Implications for Blogger.com

Blogger.com has a NextBlog button in its NavBar which takes users to random
blogs. Schools cannot vouch for the content of every webpage or blog and so
drawing up the acceptable user/reader policy is crucial in this case. Parents
should be aware that schools (even with content blocking software such as
WebSense) cannot be responsible for the content of external websites.
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ABOUT ME

| am a Teacher of Business Education. | am involved in many aspects of ICT
including Blogging, Podcasting and Animation.

If you have any questions or ideas you want to discuss, please contact me via
email (of course!) at mmcgowan@st-rochs-sec.glasgow.sch.uk

Happy Blogging!

Marcus McGowan
22" January 2007
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