SAFA Class Blogs

We hope that blogging can provide more structure for student writing and reflection
throughout the semester -- not just at the end of the term. We also hope that blogging
will help students to acquire context for archival research, to develop summarization
skills, and to synthesize archival research with other learning in your course.

We'd like SAFA students to blog at least:

e Once before coming to BHS
e After each class visit to BHS
e Once at the end of the term

PROFESSORS: Access Your SAFA Blog

FIND YOUR BLOG
The URL for your blog is http://safa.brooklynhistory.org/[Instructor’s last name]-s12

Ex: http://safa.brooklynhistory.org/burgos-s12
Ex: http://safa.brooklynhistory.org/jones-s12-1 (section number added when necessary)

LOGIN
Select the red Login/Admin hyperlink at the bottom of the page. We have already added you as
administrators of your class blog.

Username: first initial + last name

Password: safa2012
In the Dashboard, make sure you are looking at the back-end for the current semester’s blog (and not a
previous class website). At the top of the page, you'll see a dropdown called My Sites where you can
navigate between all of your SAFA sites.

SET YOUR NAME
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. Consider
whether — as the professor - you want to display your full name, title, etc. on your posts. Click Update
Profile to save these changes.

CHANGE YOUR PASSWORD
Under the drop-down menu in the very top left corner, click Edit My Profile. You can set a new
password at the bottom of the page under About Yourself. Click Update Profile to save these changes.


http://safa.brooklynhistory.org/burgos-s12
http://safa.brooklynhistory.org/jones-s12-1

PROFESSORS: Basic Site Set-Up

CHANGE SITE TITLE / TAGLINE
To change the site title and tagline, go to Settings > General.
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CHANGE COURSE DESCRIPTION

To change the information about your course on the left-hand sidebar, go to Appearance > Widgets >

Right Sidebar > and select the top Text box.

The first bit of code makes your school logo appear —you do not need to edit that. Below that, edit the

text to include your name, course number, meeting time, and semester.
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EDIT HOME PAGE
To change the content on your home page, go to Pages > Home > Edit.

COURSE
DESCRIPTION

You can edit the title of this page — the new title will appear in the center column in blue, but the red

link at the left will still say “Home.”

ADD MORE STATIC PAGES

To add more pages to your site, first create the page (Pages > Add New). Next, add a link to the new
page (Appearances > Widgets > Left Sidebar > Text). You can ask BHS staff for help with this if you need.

Students and Faculty in the Archives - Brooklyn Historical Society



PROFESSORS: Initial Blog Set-Up

Navigation of the SAFA blogs relies on CATEGORIES. Each of the items in the blue navigation bar is a
category. All blog posts will be assigned to one or more of these categories. It is possible to create
parent-child hierarchies (aka “sub-categories”), as in the drop-down below.
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CREATE CATEGORIES
To create or edit categories, go to Posts > Categories.

ORDER CATEGORIES
To control the order of the categories in the blue navigation bar, go to Posts > My Category Order. You
can drag and drop the categories into the order you want. To save, click Click to Order Categories.

PLANNING YOUR CATEGORIES
Because site navigation depends on categories, you should plan all categories at the start of the term.

Additionally, even if you add new categories to the WordPress Dashboard, you won’t see them in the
navigation bar on the site until there is a post attached to that category. That is why you probably want
to add a prompt post assigned to each category before students start blogging.

“PROMPTS” POSTS

Normally, posts within a category display in chronological order, with the most recent post at the top.
So if you add an initial prompt with an assignment, it will get pushed down the page as students add
their posts.
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ADD A “PROMPTS” POST

When writing the post, simply assign the
tag “prompts” in the Post Tag section
(on the right). For more information on
posts and tags, see the Posting to the
Blog section below.
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PROFESSORS: Adding Students

ADD NEW USER
To add a student to the blog, go to Users > Add New. Under Add New User, create a username and

enter their email address. Assign the Role as Author.

Students will receive 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...
Beware: The invitation expires quickly.

LOGGING STUDENTS IN
Students must accept the email invitation, then go to Edit My Profile and set both the Nickname and

Display name publicly as: fields to the SAME THING.

As the professor, you should decide how you want students to identify themselves on the site:

e Should students use their real names? Using real names creates ownership of publicly-accessible
writing. However, consider sensitive reasons students may want to opt out of identifying online.
e Should students use their full names, or last initials? Are there common first names in class?

VIEWING STUDENT WORK
These need to be the same because the nickname of a post author appears in the byline, and all posts by

an author are aggregated under a link with their Display name publicly as name.
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PROFESSORS: Posting to the Blog

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.

A NOTE ON TAGS:

Tags are free-form, non-hierarchical keywords which index posts (Unlike categories
which are fixed, and can be hierarchical, and which are typically used for navigation).

Tags usually describe the subject of a post’s content. They appear in a tag cloud at
the side of your blog — the bigger the tag, the more often it is used.

Consider having students add 3 tags to each post. This abstracting activity can be a
great way to work on summarization skills.

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.
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PROFESSORS: More Useful Information

CITING MATERIALS
We added a “How to Cite” page to each of your blogs with details about why, how, and when to cite.

Because we will provide citations for all materials used during your class visit, encourage students to

take photographs of the citations or to copy them by hand.

WEBSITE HOW TOs
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
e Make sure you have permission to post it online (look at the citation provided by BHS)
e 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-hg.com/how-to-create-wordpress-blog-posts-and-pages-video-tutorial-562

Brooklyn Historical Society - Staff Contact Information

Julie Golia, Public Historian Robin M. Katz, Outreach & Public Services Archivist
jgolia@brooklynhistory.org rkatz@brooklynhistory.org
(718) 222-4111 x203 (718) 222-4111 x299

Aaron Kendall,
Contract Educational Technologist
akendall@brooklynhistory.org

Aaron is available to help you with the blogs.
He can answer questions, provide individual consultations, and present to your class.
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