Blogger Instruction Guide

Setting up Your Blogger Site
If You Do Not Have a Google/Gmail Account

1. Go to www.blogger.com

2. Click on the “Create Your Blog” button.

SIGNIN

|® Blogger

Publish your passions, your way

Create a unique and beautiful blog. it's easy and free.

CREATE YOUR BLOG

3. You will be taken to the “Sign in” page.

4. Click on the “Create account” link.

Google
Sign in
to continue to Blogger

Email of phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

—_—B Creatoscooum [ he |

English (United States) ~
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http://www.blogger.com/

5. Click on the “For myself” link.

———>  Formyself

To manage my business

6. Fill in the form and click on the “Next” button.

Google

Create your Google Account

to continue to Blogger

First name
Last name

Username @gmail.com

‘You can use letters, numbers & periods

Use my current email address instead

Password Confirm @

Use 8 or more characters with a mix of letters, numbers &
symbols

Sign in instead m

English (United States) «

=

=

Orne account. All of Google
working for you.

Help Privacy

Terms
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7. Fill in your phone number and click on the “Next” button.

Google
Verify your phone number

For your security, Google wants to make sure it's really you.
Google will send a text message with a 6-digit verification
code. Standard rates apply

- Phone number

Your personal info Is private & safe

English (United States) = Help Privacy Terms

8. You’ll be asked to verify your phone number, so type it in the textbox.

9. You’ll get a text message with a verification code. Enter the code in the textbox. Click on the
“Verify” button.

Google
Verify your phone number

For your security, Google wants to make sure it's really you.
Google will send a text message with a 6-digit verification
code. Standard rates apply

= (619) 303-2333

G- Enter verification code

Back

Call instead

Your personal info is private & safe

English (United States) = Help Privacy Terms
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10. Complete the form information and click on the “Next” button.

Google

@

({@gmail.com

= Phone number (optional)
others.

Recovery email address (optional)

We'll use it to keep your account secure
Month - Day
Your birthday

Gender

Why we ask for this information

Back

English (United States) =

welcome to Google

We'll use your number for account security. it won't be visible to

Year

D

Your personal info is private & safe

Help Privacy Terms
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11. If you want to add your phone number to your account, click on the “Yes, I’'m in” button. If
not, click on the “skip” text.

Google
Get more from your number

If you like, you can add your phone number to your account
for use across Google services. Learn more

For example, your number will be used to

W Receive video calls & messages

G Make Google services, including ads, more relevant
to you

More options . )
Your personal info is private & safe

Back

English (United States) Help Privacy Terms
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12. Read through the Privacy and Terms document. Click on the “I agree” button at the bottom
of the page.

Google
Privacy and Terms

Tocreats a Google Account, you'll need to agres 1o the
Terms of Service below.

In addition, when you creste an account, we process your
infiormation as described in our Privacy Policy, including
these key points:

Data we process when you use Google

= When you set up 2 Google Account, we store
information you give us like your name, email address,
and telephone numiber.
= When you use Google services to do things like write 2
message in Gmail or comment on a YouTube video, we ou're in control of the data
store the information you create. collect & how it's used
= When you search for 2 restaurant on Google Maps or
watch a video on YouTube, for example, we process
information about that activity — including information
like the video you watched, device IDs, IP eddresses,
cookie dzta, and location.
= We also process the kinds of information described
above when you use apps or sites that use Google
services like ads, Analytics, and the YouTube video
player.

‘Why we process it
We process this data for the purposes described inour
policy, including to:

= Help our services deliver more useful, customized
content such s more relevant search results;

= |mprove the quality of our services and develop new
ones;

= Deliver parsonalized ads, dzpending on your account
settings, both on Google services and on sites and apps
that partner with Goagle;

s |mprove security by protecting against fraud and sbuse;
and

= Conduct enalytics and measurement to understand how
our services are used. We zlso have partners tat
measure how owr services are used. Leam more about
these specific advertising and measuremeant partnars.

Combining data

We also combine this data among our services and across
your devices for these purposss. For examgle, degending
Of your 2ceount settings, we show you eds based on
infiormation about your interests, which we can derive from
your use of Search and YouTube, and we use data from
trillions of search quenes to build spell-comection models
that we use across all of cur services.

You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we treat
this data 25 personzl information. You can control how we
collect and use this data now by clicking “More Options”
below. You can always adjust your controls later or
withdrew your consent for the future by visiting My
Account (myaccount google com).

MORE OPTIONS

canes
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13. In the “Choose a name for your blog” textbox, type in the title you want to use for your blog.

14. Click on the “Next” button.

Choose a name for your blog

This is the title that will be displayed at the top of your Blog.

SKIP CANCEL NEXT

15. Type in the name of your blog all in one word and all lower-case letters. It will let you know
if the name is already taken. If it is, keep trying different names until it says it is available

16. Click on the “Next” button.

Choose a URL for your blog

This web address is how people will find your blog online

.blogspot.com

PREV CANCEL

© 2019-2020 by Kathy Matthes.
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17. Type in how you want your name displayed to readers of your blog.

18. Click on the “Finish” button.

Confirm your display name
How do you want your name displayed to readers of your blog?
PREV CANCEL FINISH

19. This will take you to your dashboard.

20. Click on the “X” in the upper right corner of the goldenrod Notices box to close it.

=0 Q ® o = @O
COM 305 Sample

+ NEW POST

ii; Stats

B Comments

$ Earnings

Learn more about this notice and yo

IO Pages
Al (0) [
Layout
There are no posts.
Settings

5]
T Theme
-]
n

Reading List

[A Viewblog

ice - Privac:
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Creating Your Blog Post

1. Click on the “new post” button at the top left corner.

= e Q ® ® (s )
COM 305 Sample
Al (0) »
z + NEWPOST O

There are no posts.

ii: Stats

M comments
$  Earnings

IO Pages

E Layout

T Theme

L Settings

M Reading List

[/7  Viewblog

2. This will open the text editor and provide you with a blank page.
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3. Click on the “Title” line and type in the title of this blog post.
4. Click in the white text box to add your text.

v

@ Preview  ~
S~ | ~ [ T~ Normal~ | B I U T A ¢ o ®m. W-© =. = = Post settings

A Labels

No matching suggestions

Published on
v

9/21/2012:34 AM

v Permalink

v Location

v Options

5. Use the tool bar to format your text, add your graphic, links and embedded video. If you
hold your mouse over the tool, it will tell you what it does.

PR

~

Id- T~ Paragaph ~ B T

Ic
il

A &# o A

- ©

"
q
ml
linl
11
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Adding Web Links

You will be adding web links to two web articles in your blog page, and you’ll have a list of web
resources at the bottom of your post—both require web links. You will be using Associated
Press (AP) style, so you will need to link to the authors’ names or titles of articles you use.
Never use the URL as the actual link name in the text.

Let’s say your quotation from one source is this:
According to Lisa Valente (M.S., R.D.) in her article "7 Tips for Clean Eating," clean eating
is about "eating more of the best and healthiest options in each of the food groups—and

eating less of the not-so-healthy ones.”

1. Type in your quotation on your blog page. Be sure to include the full author’s name and the
title of the article in quotation marks.

2. You can link to either the author’s name or the article title.

3. Let’s do the article title, so highlight the article title in the text.

4. Click on the “Link” tool in the toolbar. /
Z
7~ v~ ~ | [Y- 1T~ Paragaph - | B I U T A 4 o WM. M- @ E- EE = =1 -

5. You will see the article title entered on the “Text to display” line in the link box.

]

7 Tips for Clean Eating

D Open link in a new window
[[] Add rel=nofollow
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http://www.eatingwell.com/article/78846/7-tips-for-clean-eating/

6. Go to the web article and copy the URL. Paste it in the
“Paste or search for a link” line

7 Tips for Clean Eating

7. Click on the “Open link in a new window” check box. Leave
the second checkbox blank.
[Paste or search for a link

8. Click on the “Apply” button.
|:| Open link in a new window
[[] Add 'rel=nofollow’

APPLY

9. You will see the article title link.

Welcome to the healthcare org's name new Community Health and Wellness bl
provide you with information and tips for how to maintain your health and we,
Clean Eating Diet.

The purpose of our blog is to
ss. Our first blog post is about the

According to Lisa Valente (M.S., R.D.) in her article "7 Tips for Clean Eating," clean eating is about "eating more of the
best and healthiest options in each of the food groups—and eating less of the not-so-healthy ones. That means
embracing whole foods like vegetables, fruits and whole grains, plus healthy proteins and fats. It also means cutting
back on refined grains, additives, preservatives, unhealthy fats and large amounts of added sugar and salt. And
avoiding highly refined foods with ingredients you'd need a lab technician to help you pronounce.”

10. Below is an example of your Resources links at the bottom of your post. Always use the
name of the article, not the URL, for the link.

As always, check with your physician before starting any new diet. Our nutritionists can also discuss the effects this diet may have
on your medical conditions. It's a great way to combat Type 2 Diabetes.

Resources /

« 7 Tips for Clean Eating

Clean Eating Magazine
24 Clean Eating Tips to Lose Weight and Feel Great
« EWG's Dirty Dozen List

Clean 15 Foods List
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Adding Images

1. To add an image to your blog page, locate an image on the web (or use your own image) and
save it to your computer.

2. On your blog page, place your cursor where you want the image to appear on the page.

/

3. Click on the “Insert Image” tool on the tool bar.

|74

7~ v ~ | [~ +T~ Paragraph ~ B I A f o A - ©
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I
-
H
|

4. Click on “Upload from computer.”

&>» Upload from computer
4% Photos
[5) Blogger
&> ByURL
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5. This will take you to the “Add Images” box.

6. Click on the “Choose files” button.

Add Images

Upload

e——p|  * Chooseiiles

You may upload multiple files at once. Use JPG, GIF, or PNG files.

Cancel

7. Tt will display your computer’s file list. Find the graphic file you saved to your computer and

double-click on it.

8. You will see the image displayed in the “Add Images” box.

Add Images

Upload

X, choose files

‘You may upload multiple files at once. Use JPG, GIF, or PNG files.

m Gnest

Last update:09/21/20
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9. Click on the image to select it. You will see a blue border around it.

10. Click on the “Select” button at the bottom of the window.

Add Images

Upload

X, choose files

You may upload multiple files at once. Use JPG, GIF, or PNG files.

m Cancel

11. You will see the image inserted on your page.

© 2019-2020 by Kathy Matthes. All Rights Reserved 15 Last update:09/21/20



12. Double click on the image. You will see the image editing tools.

13. You can choose to place the image left, center or right on the screen.

[
i
fill
a;
-
o]

https://1.bp.blogspot.com/-ob.. /' &
T

14. If you choose left, you will be able wrap the text around the image.

not-so-healthy ones. That means embracing whole foods like vegetables, fruits and whole grains,
plus healthy proteins and fats. It also means cutting back on refined grains, additives, preservatives,
unhealthy fats and large amounts of added sugar and salt. And avoiding highly refined foods with
ingredients you'd need a lab technician to help you pronounce.”

T, " Valente explains you need to "find a clean eating
style that works for you, even if that means
eating a little 'dirty’ sometimes. If you only take a
few steps toward eating cleaner—cutting back on
processed foods, for example, or eating more
fruits and veggies (and, if it works for you, buying
a few more organic)—it can still make an impact
on your health."

Valente explains: "When it comes to fruits and
vegetables, most of us aren't getting enough. Per
the Centers for Disease Control and

Prevention, 76 percent of Amlericans don't get
enough fruit each day and a whopping 87 percent
aren’t eating enough servings of vegetables.

Eating more fruit and vegetables can help
significantly reduce your risk for a number of
chronic diseases, including high blood pressure,
type 2 diabetes, heart disease, obesity and
cancer. The fiber in whole produce also helps keep
your microbiome (the collection of good bacteria
that live in your gut) happy, which can reduce
your risk for autoimmune diseases, fight off pathogens and infections and even improve your mood.

© 2019-2020 by Kathy Matthes. All Rights Reserved 16 Last update:09/21/20



15. You can resize the image by clicking on the “Image Size” tool.

== = (miv A S
https://1.bp.blogspot.com/-ob.. /' &
T

16. You will see the resize window. Click on the size you want.

Small

> +~ Medium
o]
Large
mn/-ob.. & ®
]  Dwelne e
] ]
QOriginal
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17. It may insert an “Add caption” at the bottom of your image. You can delete that text because
we will not be using an APA figure caption.

Add caption

—

18. Since we use AP style, not APA style, on the blog, the way to cite the image is to make it a
link to the website where you got the image.

19. To apply a link to the image, don’t click on the image (which will activate the blue menu) but
highlight it. It will still be blue, but it won’t display the image menu.

© 2019-2020 by Kathy Matthes. All Rights Reserved 18 Last update:09/21/20



20. Then click on the “link” tool on the tool bar and fill in the information (the web link to the
page with the image). If it worked, once you publish the blog post, you should be able to
click on it and go to the website where you got the image.

7~ « ~  [§- T~ Paragraph~ B I U =T A 2 o M. wi- ©

21. If it worked, once you publish the blog post, you should be able to click on it and go to the
website where you got the image.

© 2019-2020 by Kathy Matthes. All Rights Reserved 19 Last update:09/21/20




Embedding a Video

1. Go to YouTube (www.youtube.com) and find a video that you want to embed on your page.

= E3Youlube clean eating Q

> o n-ow‘*-w

What is Clean Eating with 5 Simple Guidelines

369,915 views ifp 77¢ @) 151 & SHARE T SAVE ...

R

2. Click on the “share” link at the bottom right of the screen.
3. This will take you to the “share” window.

4. DO NOT click on the embed option. Click on the “copy” option next to the web address in
the text box. This will copy the web address. Click on the “x” in the upper right corner to
close the “share” window.

Share X
Embed Facebook Twitter Blogger reddit Tumblr
https/iyoutu.be/uQ-6oSOWEVY COPY <——
[] startat
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5. Back on your blog page, click on the page where you want to insert the video.

6. On the tool bar, click on the “insert a video™ tool.

7 - w ~  [§- +T~ Paragraph ~ B I U T A 2 o M- M- ®

7. Click on the YouTube option.

+« B I U FT A 4 o M- E- ©® =.

&» Upload from computer

a i
only take a
utting back on
3 Youtube ating more

for you, buying
e HBE Ay impact
on your health."
Valente explains: "When it comes to fruits and
vegetables, most of us aren't getting enough. Per
the Centers for Disease Control and
Prevention, 76 percent of Americans don't get
enough fruit each day and a whopping 87 percent
aren't eating enough servings of vegetables.

Eating more fruit and vegetables can help
significantly reduce your risk for a number of
chronic diseases, including high blood pressure,
type 2 diabetes, heart disease, obesity and
cancer. The fiber in whole produce also helps keep
your microbiome (the collection of good bacteria
that live in your gut) happy, which can reduce
your risk for autoimmune diseases, fight off pathogens and infections and even improve your mood.

8. This will take you to the “Add a Video” window. Click on the “Search’ option.

9. In the YouTube textbox, paste the URL from your YouTube video.

Add a Video x
Uploads Search

uVu“Tube https://youtu be/uQ-60SOWBVY] -

Type your search in the box above to find videos.

Cancel
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10. Click on the “Search” button (the magnifying glass icon). You will see the YouTube text
box. Click in the box and paste the web address you copied from YouTube.

Add a Video x

Uploads ~ Search /
n YouTube ntes//youtu berua-sosowevyl -

Type your search in the box above to find videos.

Cancel

11. You will see your video inserted.

Add a Video X

Uploads Search

n YouTube  nttos iyoutu berua-sosowsvy Q

| o What is Clean Eating with 5 Simple Guidelines

7, Whether you want to learn how te lose weight, gain energy, or simply feel better, clean eating can be a super helpful guide. When | initially decided

v B @ B | o stop dieting, eat better and focus on nourishment, | used clean eating as my guide (that's where the name Clean & Delicious came from) and I've
EATING? 7 min - Jul 27, 2016

Cancel
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12. Click on the video to select it. You will see a blue line around it.

\Tm F—

Add a Video x
Uploads Search
°YUIJTllhE https://youtu be/uQ-60SOWBVY Q

What is Clean Eating with 5 Simple Guidelines
. | Whether you want to learn how to lose weight, gain energy, or simply feel better, clean eating can be a super helpful guide. When I initially decided
o stop dieting, eat better and focus on nourishment, | used clean eating as my guide (that's where the name Clean & Delicious came from) and I've

WHATISTC_EAN
EATING? 7 min - Jul 27, 2016

13. Click on the “Select” button. You will see it embedded in your blog page.

Choose organic produce where you can." According to the Fating Well editors, in their 2016 article,
"The Dirty Dozen: 12 Foods You Should Buy Organic," here is the list: strawberries, spinach, kale,
nectarines, apples, grapes, peaches, cherries, pears, tomatoes, celery and potatoes.

Whatis Clean Eating w.

N,

I 2 QK\
N

WHAT IS CLE
EATING?
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1.

Publishing Your Post

When your blog is complete, you are ready to publish it.

2. Click on the “Publish” button at the top right of the page.

23

EATING?

Published on
v

9/21/20 12:34 AM

Location

Options

Permalink

.
M @ O Preview ~ w
Clean Eating is Healthy, Fast and Fun!
/- ~ ~ - T~ Normal - B I UIT A, < R m- 0O =. E = Post settings
A Labels
that live in your gut) happy, which can reduce .
your risk for autoimmune diseases, fight off pathogens and infections and even improve your mood.

Choose organic produce where you can.” According to the Eating Well editors, in their 2016 article, )

"The Dirty Dozen: 12 Foods You Should Buy Organic," here is the list: strawberries, spinach, kale, No matching suggestions

nectarines, apples, grapes, peaches, cherries, pears, tomatoes, celery and potatoes.

‘ Whatgis,Clean Eating w...

3. You will see the “Publish post?” window. Click on “confirm.”

Publish post?

This will publish this post to your blog.

CANCEL

© 2019-2020 by Kathy Matthes. All Rights Reserved
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4. You will be taken back to your dashboard and will see your blog post listed.

5.

e

COM 305 Sample

Stats

Comments

+ NEW POST

Earnings

Pages

Layout

Theme

Settings

Reading List

Al (1)

(.3 Clean Eating is Healthy, Fast and Fun!
= g Published - Sep21

story @

om 0

6. Ifyou click on the post, you will open the editor and be able to edit your post. Be sure to
click on the UPDATE button to republish your post.

7. Click on the left arrow next to the B in the upper left corner to return to your dashboard.

— s

Clean Eating is Healthy, Fast and Fun!

7 -

B- T- Nomal- B I U T A o0 © m. m-0© -

Welcome to the healthcare org's name new Community Health and Wellness blog. The purpose of
our blog is to provide you with information and tips for how to maintain your health and wellness.
our first blog post is about the Clean Eating Diet.

According to Lisa Valente (M.S., R.D.) in her article "7 Tips for Clean Eating," clean eating is about
"eating more of the best and healthiest options in each of the food groups—and eating less of the
not-so-healthy ones. That means embracing whole foods like vegetables, fruits and whole grains,
plus healthy proteins and fats. It also means cutting back on refined grains, additives, preservatives,
unhealthy fats and large amounts of added sugar and salt. And avoiding highly refined foods with
ingredients you'd need a lab technician to help you pronounce.”

T Valente explains you need to “find a clean eating
"N style that works for you, even if that means
7 < eating a little 'dirty’ sometimes. If you only take a

few steps toward eating cleaner—cutting back on
processed foods, for example, or eating more
fruits and veggies (and, if it works for you, buying
a few more organic)—it can still make an impact
on your health."

Valente explains: "When it comes to fruits and
vegetables, most of us aren't getting enough. Per
the Centers for Disease Control and

Prevention, 76 percent of Americans don't get
enough fruit each day and a whopping 87 percent
aren't eating enough servings of vegetables.

il oo core tt and vesetabies con helo

[

o reier - [

No matching suggestions

©
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8. To view your blog post, click on the “View Blog” option at the bottom left side of the screen.

= O o ® o = @
COM 305 Sample
All(1) »

+ NEWPOST

0

B Posts

. Clean Eating is Healthy, Fast and Fun! story @

Published - Sep 21 oW 0
ii: Stats

B comments
$  Eamnings
IO Pages

Layout

Settings

5]
T Theme
-3
n

Reading List

H [ Viewblog

9. This will take you to your main blog page. Write down the web address of this page. This is
the web address for your blog site.

C O @ com305-1classblogspot.com/2019/09/clean-eating-is-healthy-fast-and-fun.html L % @ :
Smwer FlIr8 @M O N uMGe RS LEO B ACHemail ¥ ACHCanvas [ ACkM [ Palomar stories2music % BofA [ VitalSourceNU [ Palomar Email &) Turnitin »

¢ com305-1class

/ ° \ Clean Eating is Healthy, Fast and Fun
- | September 17,2019

Welcome to the healthcare org's name new Community Health and Wellness blog. The purpose of our blog is to provide you with
Information and tips for how to maintain your health and wellness. Our first blog post Is about the Clean Eating Diet

According to Lisa Valente (M.S.. RD.) in her artcie 7 Tips for Clean Eating.” clean eating s about "eating more of the best and
healthest options in each of the food groups—and eating less of the ot-so-heaithy ones. That means embracing whole foods like
Vegetabies, fruts and whole grains, plus healthy proteins and fats. It also means cuting back on refined grains, adaiives,
preservatives, unhealthy fats and large amounts of added sugar and salt. And avoiding highiy refined foods with ingredients you'd
ned a lab technician to help you pronounce.

Archive v
Valente explains you need to *find a clean eating style that works for you
even ifthat means eating a e 'dirty’ sometimes. If you only take a few
steps toward eating cleaner—cutting back on processed foods, for example,
or eating more fruits and vegges (and, i it works for you, buying a few more
organic)—it can stil make an impact on your health.”

Report Abuse

Valente explains: “When it comes to fuits and vegetables, most of us arent
getting enough. Per the Centers for Disease Control and Prevention, 76
percent of Americans don't get enough frutt each day and a whopping 87
percent aren't ealing enough servings of vegetables.

Eating more fruit and vegetables can help significantly reduce your risk for a
number of chronic diseases, Including high blood pressure, type 2 diabetes,
heart disease, abesity and cancer. The fiber in whole produce also helps

10. IMPORTANT NOTE! Write down the web address of your blog post’s page. This is the
link you need to post in the classroom for the Post Blog URL discussion board.
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11. The main blog page will list a shortened version of each blog post, so readers can see that the
latest posts are and select them. You see a “read more” at the bottom right of your blog post
on this main page.

12. Click on the “read more” link or on the title of the blog post to go to the full blog page. It
will open in a new window.

COM 305 Sample

Clean Eating is Healthy, Fast and Fun!

B Fostz Comment READ MORE

™~

N

Congratulations! You’ve completed your blog post!
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Permission Settings for Readers

1. Your blog site should already be set to allow the public to read your blog, but it’s best to
double-check it.

2. Inyour dashboard area, there is a menu down the left side. Click on the “Settings” menu.

=0 Q search posts ® o =@
COM 305 Sample
All (1) - »
+ NEW POST 0
P _
B rosts @ Clean Eating is Healthy, Fast and Fun! ESBL 3 oM ]
g g Published - Sep21 om o

Stats
Comments
Earnings

Pages

Theme
Settings
Reading List

iz
L}
$
o
B Layout
-
o
n
|4}

View blog

3. Scroll down to the “Permissions” section and then click on the “Readers” option. Make sure
the “Public” radio button is selected. Click on the “Save” button.

Reader access

@ Public

O Private to authors

O Custom readers

CANCEL SAVE

4. Click on “Posts” at the top of the left menu to go back to the dashboard.
5.
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Exiting Blogger

1. To exit Blogger, click on the circle at the top right of the screen and click on the “sign out”
button.

= G Q  search posts ® o = @
COM 305 Sample -
All (1) »
+ NEwPOST O
B Posts , o Clean Eating is Healthy, Fast and Fun! Story .
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Returning to Blogger
1. Go to the Blogger home page: http://www.blogger.com
2. Click on the “sign in” link at the top right of the screen. /

SIGNIN

Publish your passions, your way

Create a unique and beautiful blog. It's easy and free.

CREATE YOUR BLOG

3. Enter your Gmail address and password. This will take you to your blog site’s dashboard.
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http://www.blogger.com/

Posting Your Comments

1. When you are ready to post your comments on your two classmates’ blog pages, go to the
Week 4 section of the classroom and find the Post Blog URL discussion board.

2. Choose a classmate’s discussion post and click on the URL to go to his/her blog page.

e Note 1: If you classmate’s URL link is not active, you can copy/paste the link into your
browser.

e Note 2: The link, hopefully, will go to the blog page, not the blog site’s home page. If it
goes to the home page, click on the blog article title on the home page to go to the blog
post.

3. Scroll down to the bottom of the blog post. You will see the comments text box with “Enter
your comment . . .” in the box.

4. Click in the comments textbox and type your comment. Copy/paste your comment into a
Word document BEFORE clicking on the “publish” button in case something goes wrong.

5. Click on the publish button.

! Commentas: Google Account v /

Enter your comment...

NOTE: If you are already signed in to your blog account, you can click on the Google Account
down arrow and see if it is listed there. If so, you can select it. This should allow you to click on
“publish” and by-pass the login procedures below.

If you are not logged into your Google account, it will display the login box. Select your Google
account and type in your password.
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6. It will take you back to the blog page. Scroll down to the comments area. It will confirm
that your comment was published.

Story Seprember 21, 2020 a1 2.57 A
test
REPLY DELETE

Your comment was published.

7. Repeat this process for your second classmate’s comments.
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Deleting Your Blog
After the class has ended and you have received your final grade, you can delete your Blog if
you do not want to keep it.
There are two ways to delete a blog:

e When you delete a blog: you have a short period of time to restore it if you change your
mind.

e When you permanently delete a blog: all of your blog information, posts, and pages will
be deleted, and you won’t be able to restore them.

Note: You must be the administrator of a blog to delete it.
Delete a blog

1. In the top left of your dashboard page, click the Down arrow ~
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2. Choose the blog you want to delete.

-0

COM 305 Sample S ———

New Blog...

3. Click on the “Settings” option on the left menu. It will expand to show you more option.
4. Scroll down to the “Manage Blog” section.

5. Click on “Remove your blog” option.

Manage Blog

Import content

Back up content

Videos from your blog

Remove your blog ——
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6. You will get the “Delete Blog” page. Read it. Then click on “Delete” if you want ot
delete your blog.

Delete Blog

Deleted blogs can be restored within 90 days before they are removed
forever. You can create another blog at this address using the Google
Account you're currently logged in with.

Before you delete your blog, do you want to export it? Download Blog

CANCEL DELETE

Note: After a blog is permanently deleted, the blog’s URL cannot be used again.
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