How to blog on the ‘Learning Gateway’

1. To create a blog you must select ‘Site actions’, ‘Create site’
a name and url and the ‘Blog template’ will need to be selected.
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New SharePoint Site

Title and Description Title:

Use this page to create a new site or workspace under this SharePaint site, You can specify a title, Web site address, and access permissions,

Type a title and description for your new site. The title will be displayed on
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each page in the sits, | d

Description:

Web Site Address

Users can navigate to your site by typing the Web site address (URL) into
their browser. You can enter the last part of the address. You should keep it
short and easy to remember.

URL name:

For example, https:/jwww.shropshirelg. net/schools/9993/5tudents/ sitename

Template Selection Select a template:
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Custom | PublishingSitsTemplate
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Categories 02/04/2009

= Category 1

Admin Links ¥

= Category 2

Welcome to your Blog!

To begin using your site, click Create a Post under Admin Links to the right.
What is a Blog?

= Category 3
= Add new category

Other Blogs . . . . . . .

A Blog is a site designed to help you share information. Blogs can be used as news sites, journals, diaries,
There are no items in
s =t team sites, and more. It is your place on the World Wide Web.

= Add new link Elogs are typically displayed in reverse chrenclogical order {newest entries first), and consist of frequent

= short postings. With this Blog, it is also possible for your site visitors to comment on your postings.
* Photos In business, Blogs can be used as a team communication tool. Keep team members in touch by providing a
= Archive

central place for links, relevant news, and even gossip.
= Archive {(Calendar)
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3. The ‘Welcome to your Blog!’ is a post that is automatically created. This can
be removed or edited by going to ‘manage posts’ on the right hand side.

4. Permissions

You will need to give relevant groups permission to add comments to posts. You will
need to follow these steps:

(i) Select ‘Site actions’, ‘Site settings’

(ii) Select ‘Users and Permissions’, ‘Advanced permissions’

(iii) If the group appears in the list on screen then select ‘Actions’, ‘Edit user
permissions’ and then click on the group. (If the group does not appear in
the list you will need to add it by selecting ‘New’, ‘add users’ and adding
the group’)

£Z Permissions: Student Council Blog - Windows Internet Explorer
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Permissions: Student Council Blog

Groups Use this page to assign permission levels to users and groups. This Web site does not inherit permissions from its parent.
= Style Resource Mew +— | Actions ~ Settings *
Readers
! Type User Name Permissions
= Designers O o i
= Hierarchy Managers O Administrator User SHROPSHIRELG\administrator Limited Access
' |Approvers D Approvers SharePoint  Approvers Approve
GI
" Restricted Readers =
7Y Fadmir D 99971999 7adr Full Control
= Quick Deploy Users O C2927\ 0899 7admine Grnoﬂll?n \c admins ull Control
= More... F 9997999 7students Domain C9997\c9997students Read
All People EEIT
Sit: — O £9997c999 7 teachers Domain C9997\c9997teachers Read
ite Per GFULID
View &ll Site Cantent 1 Core Nev User SHROPSHIRELG\coredev Full Control

(iv) When the relevant group has been selected you can then change their
permissions — you will probably want to change the permissions from

‘read’ to ‘contribute’. Click on OK.
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Edit Permissions: Student Council Blog

Users or Groups Users:

The permissions of these users or groups will be modified. (29971892 7students
Choose Permissions Permissions:

Choose the permissions you want these users or groups to have, [ Ful Control - Has full contrel

[[] Design - Can view, add, update, delete, approve, and customize.

F Manage Hierarchy - Can create sites and edit pages, list items,
and documents.
Approve - Can edit and approve pages, list items, and
documents.

Contribute - Can view, add, update, and delete.
[] Read - Can view only.

Restricted Read - Can view pages and documents, but cannot
view historical versions or review user rights information.




5. Moderating comments

If you are using a blog with pupils you will probably want to set the blog so that
comments have to be approved before they appear. To ensure that the blog is set in
such a way you should follow these steps:

(i) On the blog homepage select ‘Manage comments’
(ii) Select ‘Settings’, ‘List settings’
(iii) In the ‘General settings’ section select ‘versioning settings’

(iv) Click the option for ‘Require content approval for submitted options’ and
select OK.
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List Versioning Settings: Comments

Welcome Steve Compton ~ | My Site | My Links @ ke ]

Content Approval

Reguire content approval for submitted items?
Specify whether new items or changes to existing items should remain in a draft

state until they have been approved. Learn about requiring approval. ® ves G e

Item Version History - G

Create a version each time you edit an item in this list?
Specify whether a version is created each time you edit an item in this list. Learn O ves o
about versions,

Optionally limit the number of versions to retain:

Draft Item Security
Who should see draft items in this list?

Drafts are minor versions or items which have not been approved. Spedfy which © Any user who can read items

users should be able to view drafts in this list. Learn about specifying who can
view and edit drafts, O Only users who can edit items

(®) Only users who can approve items {and the author of the item)

When comments are added by pupils they will now not be visible to others until they
have been approved. Comments can be approved by selecting ‘Manage comments’ .
Comments can then be clicked on, read and approved or rejected.
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Comments: Fantastic

Use this page to approve or reject submissions. Note that rejecting an item does not delete it, and that users who know the exact URL of a rejected item can still view
it. Learn about requiring approval.
Approval Status

Approve, reject, or leave the status as Pending for others with the Manage Lists ® approved. This item will become visible to all users.
pemsanlin Sval i the i @] Rejected. This item will be returned to its creator and not appear in

public views.

(@] Pending. This item will remain visible to its creator and all users with
the Manage Lists permission.

Comment

Use this field to enter any comments about why the item was approved or rejected,

If required it would be possible to set up a pupil as a moderator.



6. Using and renaming categories.

There are 3 default categories (aptly named category 1, 2 and 3). To organise your
blog you might want to put different posts into categories. To change the name of
each category you should click on the ‘Categories’ heading on the left. Click on the
’Ec’jit’ icon next to each heading and change the name.

] Virtual Secondary School > Students > Student Council Blog » Categories
| =S | Categories

View All Site Content Use the Categories list ta define the categories available for posts.
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= Other Blogs
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= Links
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7. Creating a post

On the homepage select ‘Create a post’. Type in your heading and text and select a
category.

Pupils will now see this post and be able to respond although they comments will
not be visible until moderated.

8. Changing the look of the page.

(i) The left navigation bar. When the site is created it automatically creates
links to additional sections such a photo library, document library,
discussion board etc To modify the left navigation bar you should select
‘Site actions’, ‘Site Settings’, ‘Navigation’. You can then use the options
available to change the left navigation bar.

(ii) Look and feel. To make your blog look like one of your school pages you
should select ‘Site actions’, ‘Site Settings’, ‘Master page’. You can now
edit the banner and other options.

(iii) List view. Just like document libraries, announcements etc the look of the
blog can be edited by changing the ‘list view’ or creating a custom list.



