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1. Account 
 

Before you start, please make sure you have activated your user account for the 
blog which you should have received in the confirmation mail sent to you on the 26th 
of October 2009. The subject matter of the mail is "[TeacMem] Your blog invite" with 
the following text: 
 "Hi, 

 You've been invited to join 'TeacMem' at  

 http://blogs.epb.uni-hamburg.de/teacmem as a editor.  

 If you do not want to join this blog please ignore 

 this email. This invitation will expire in a few days.  

 

 Please click the folowing link to activate your user account: 

 http://blogs.epb.uni-hamburg.de/wp-activate.php?key=008b5edbf451d7d7 " 
 

 
(If you did not confirm the link yet, it will probably not work any longer. In this case, 
please send an e-mail to lisa.rosa@li-hamburg.de). 
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 When you activate the link, you should see this screen: 
 

 
 
  
 In the red oval you will find your user name ("Benutzername") and your password. 
 Press the link "Logge dich ein". A log in form will appear: 
 
 

 

  
 
 Now fill in your username and the given password and press the button "Anmelden". 
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2. First login and changing your password 
 

 This form called "Dashboard" will appear. From there you may be able to do all your 
 activities within the blog. 

The first useful action may be to change your password into a more suitable one 
 which should be easier to remember. To change your password, go into your 
"Profile": 

 

  
 

In the next appearing form scroll down to the bottom. There you will have to fill in 
your new password twice. Then press the button "Update Profile". 
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Now your new password is already changed for the next log in. Only if you are 
logged in, the postings which are set "private" will be visible for you. 
 

 
 

3. Subscribe to receive an e-mail in case of new posts and comments 
 

  
 
 Scroll up in the Profile site and press the button "Subscriptions". 
 Now a new form will appear. You may choose the settings by your own, I would
 recommend selecting and pressing buttons as shown below: 
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4. Commenting on contributions (posts) of other members  

 
 Visit the TeacMem Site either by pressing "TeacMem" or "Visit Site": 
 

 
 
 Press the comment button ("No Comments" and "1 Comment" respectively) below 
 the article (post) on which you wish to comment: 
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Fill your remarks into the form either directly or by copy & paste from a word-
document, and then press the button "Submit Comment": 

 

  
 

If you want to see your comment, you have to refresh the page and then press the 
comment button below the post you have commented on. 
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5. Posting a contribution 
 

You get from the welcome page to your dashboard by pressing "Site Admin" in the 
right sidebar: 

 

  
 
 
 
 Press the button "Posts" in the Dashboard 
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And then click on "Add New": 
 

  
 

In the form which appears you may write your contribution or copy and paste it from a 
word-document. 

 
 Find a headline: 
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 Fill in your text: 
 

  
 
 
 
 Press the button "Show Kitchen Sink" to receive more edit options: 
 

  
 
 
 
 
 



 10

 
 Add tags and chosen categories to your post: 
 

  
  
 
 

Choose either "Private" or "Public" visibility by pressing the button "Edit" next to 
"Visibility": 
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 Then press the button "Publish". 
 

  
 
  
 Go to "Visite site" to see your post. You can edit your post at any time by pressing 
 the button "Edit" below your post:  
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You may also delete your published posts at any time. For this go to the  Dashboard 
and press "Posts" --> "Edit". 

 

  
 
  

Find your post in the listed Posts and put the curser over the title. Some options 
appear below the title: 

 

  
 
 
 Press the option "Delete". 
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6. Inserting a hyperlink into your text: 

 
Mark the word (or a few words) in which you want to hide the Link and then press the 
symbol "Link" in the edit bar of the form.  

 

  
 
  

A new form will pop up. Copy the address of the website you want to refer to and 
paste it into the window and press the "Insert" button: 
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 The inserted Link will look like this: 
 

  
 
 Press the "Update Post" button (or the "Publish" button). 
 
 
 

7. Adding a Picture to your Post 
 
 Put the curser where you whish the picture to be: 
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 Press the first button next to "Add media" to add an image: 
 

  
 
 
 A window will pop up, in which you may choose either the option "from Computer" or 
 "from URL". The option "from Computer" is already preset. 
 Press the button "Select Files" to upload an image from your Computer: 
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 Select your picture and press "open": 
 

  
 
  
 Your image will be uploaded to the blog – and it will be saved in the "Gallery": 
 Click the button "Show": 
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 You may now edit the title and choose Alignment and Size: 
 
  

  
 
   
 Usual settings are preset: Alignment "None"; Size "Medium".  
 
 
 Then press the button "Insert into Post": 
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 The picture will be shown within your post in the edit mode. Click the button "Update 
 Post" or "Publish". 
 

Uploading from an URL is alike – but make sure that you have the authorization to 
publish it. 

 
 
 
  

8. Adding a PDF-file or a slideshow 
 

First of all do not forget to position the curser and click where you want the file to be: 
 

  
  
 
 Secondly: Press the second button next to "Add media". 
  
 By pressing the button “select files” you will upload your selected files.  
 
 Then press the button "insert into your post": 
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 In the post you will see a link to the object – not the object itself.  
  

If you want to embed rather the object into your post – possibly a slideshow –, you 
will first have to publish it on http://slidshare.com. From there you can embed it into 
the post by means of a special embedding code.  
 

 
 
 

9. Embedding and uploading videos 
  

Unfortunately we may not embed videos from the internet or upload our own videos 
yet. But we will soon upgrade our blog space and acting possibilities in order to be 
able to do so.  
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