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Your professor has already set up an account for you on WordPress.   
You should have received an email that looks something like this: 

 From: sysadmin@brooklynhistory.org 
 Subject: [SAFA Class Blogs] Activate 

Hi, 
You’ve been invited to join 'Students and Faculty in the Archives' at http://safa.brooklynhistory.org/professor-s12 as a author. If you 
do not want to join this site please ignore this email. This invitation will expire in a few days. 
 
Please click the following link to activate your user account: http://safa.brooklynhistory.org/wp-activate... 

 
STEP ONE: ACTIVE YOUR ACCOUNT 
Click the link at the end of the email.  
A webpage will open with your username and password. It will also be emailed to you. 
 
 
STEP TWO: SET YOUR NAME 
On the same webpage, click login underneath your username and password. 
 
Under the drop-down menu in the very top left corner, click Edit My Profile.   
 
Under Name, you must fill out the following: 
 
 Nickname: 
 Display name publicly as: 

The name entered here is how you will be identified on the class blog.  Because all the posts you write 
will include both of these names, you need to enter the EXACT SAME THING in both fields. Your 
professor may have further instructions for you about what to fill in. 
 
 
STEP THREE: CHANGE YOUR PASSWORD  
You can set a new password at the bottom of the page under About Yourself.  
 
 
STEP FOUR: SAVE 
Click Update Profile to save all of the above. 
 
 
 

LLOOGGGGIINNGG  IINN 
 
In the future, you can go to your class blog at http://safa.brooklynhistory.org/instructorlastname-s12, 
then select the Login/Admin link at the bottom of the page.  

This back-end Dashboard is where you will draft and publish your blog posts throughout the semester. 
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CREATE A NEW POST 

On the left-hand side of the Dashboard, click Posts > Add New.  
Blog posts have four main elements: 
 

TITLE 
Fill in a title for your blog post. 
 
BODY 
The main content of your blog post goes into the large section below the title.  (The buttons at the 
top can be used to format text, add images, and more. These buttons are explained at 
http://en.support.wordpress.com/visual-editor/)  
 
CATEGORY 
Select a category for your post from the options in the Categories section on the right. Your 
professor should clarify which category to use for each assignment. This is VERY important to do 
because without a category your post will NOT show up on the website. 
 
TAGS 
You may add tags in the Post Tag section on the right below Categories.  Separate each tag with a 
comma and click Add. Capitalization does not matter. Your professor may have more instructions 
about if/how to use tags on your class blog. 
 

SAVE/PUBLISH A POST 
To save your post without posting it to the blog, click Save Draft in the Publish section on the right.  
When you are ready to post to the blog, click the blue Publish button and your post will be visible online. 
To edit or change a post which is already published, make changes and click Update. 
 

 

MORE USEFUL INFORMATION  

How to create links in a post: http://en.support.wordpress.com/links/ 
 
How to add an image to your post: http://en.support.wordpress.com/images/ 
 
When posting images of BHS archival material, remember to 

 Make sure you have permission to post it online (look at the citation provided by BHS) 

 Add a caption with the citation for the item  
How to add a caption: http://en.support.wordpress.com/images/image-settings/ 

 
For more information about blogging with WordPress, see: 
http://www.tipsandtricks-hq.com/how-to-create-wordpress-blog-posts-and-pages-video-tutorial-562  
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