Developing your professional teaching
e-Portfolio using WordPress MU
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This document is meant to be used as a reference guideyfdBC teacher education

candidate planning to create an e-portfolio. It contaitarials and tips for using Wordpress.

It was made with the hope that all teacher candidatiebe able to utilize this weblog

format to develop a professional e-portfolio reflectiv@vbat you know, what you can do
and what you believe about teaching. In addition, we hapartanual helps you to create an
e-portfolio that serves as a capstone, a means to pmewidience that through your work in
UBC'’s teacher education program, you have met the miofesl standards of the BC

College of Teachers as outlined in our Attainment ohddeds Report (ASR).



WordPress is a blog and content management system (Q\&S. simple platform that
you can use to design a professional, interconnected altidhedia enabled e-Portfolio.
For novice computer users WordPress is a simple platfotimextensive functionality.

It allows more advanced users to design themes and statteweb pages using CSS
and HTML. WordPress is a powerful digital media toal anth it you are able to
digitally store: photos, documents and slideshows withauing to transport and upload

the content.

It is important that you save all of your work as yoeate your e-Portfolio. You can do
this by working offline using MS Word, Adobe Photoshop, Adblostrator, or you can
work in WordPress saving your posts and pages regularly duangaleessEnsure

that you back up the information you upload into WordPress on a hatcopy such as
a CD or your home computer Digital storage is not foolproof. Do not risk losing the

artifacts and reflections you have put your time and gnietg creating and organizing.



Changing your Profile (Dashboard>My Profile.)
Once you have received your username and password and loggdeisite you will

want to change your personal information.

Procedure

1. Open your site to the dashboard view and click oivith@rofile icon located in the
upper right hand corner of your screen.

2. Make changes to the required forms and then tlpdate Profile

/ Update Profile »
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Name Contact Info

=Username: (no editing)

lucaslovegrove

First name:

Last name:

Mickname: Yahoa [M:

lucaslovegrove

Display name publicly as: lahber { Google Talk:

lucaslovegrove v

About Yourself Ipdate Your Password

Share a little biographical information. If youwould like to change your passwold type a new one twice

below. Otherwise leave this blank.

Mhew Password:

Type it one more time:

Fig 1: changing your profile



Privacy
One of the concerns in developing a professional teg@iiportfolio is how to maintain

privacy. WordPress MU has a number of different leeélgrivacy that you can set.

Privacy Levels offered through UBC WordPress MU

O 1 would like my blog to be visible to anyone whao wvisits, including search engines, archivers and in public
listings around this site.

© | would like to black search engines, but allow normal visitors

O 1 would like my blog to be visible only to registered users from blog community

® | would like my blog to be visible anly to registered subscribers of this blag

O 1 would like my blog to be visible only to administrators

Changing your Privacy Settings (Dashboard>Options>Privacy)

Procedure
1. Select, Dashboard>Options>Privacy
2. Select your desired level of privacy by clicking on th& hext to the setting
3. Click Update Options

Howdy, Iright. [Sian Out, My Profile]

General Writihg Reading Discussion fagvetad Pe

Blog visibility: O 1 would like my blog to be visible to aryone wha visits, including search engines, archivers and in
1’ 2 public listings around this site.
@ | would like to block search engines, but allow normal visitors
O 1 would like iy blog to be visible only to registered users from blog cammunity
O | would like my blog to be visible only ta registered subscribers of this blog
O | would like my blog to be visible only to administrators
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___,..--). Update Options » |
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Thank you for creating with WardPress MU | Documentation

Fig 1: changing your privacy options
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The main way to change the look and feel of your sitersugh changing its theme. A
theme is a web style sheet that controls the clalgout and even the functionality of
your e-Portfolio. Currently your blog is set to the WoreHardefault theme. You can
choose between many different themes. Themes afferetht numbers of columns and
sidebars, different levels of customization and déffiewidgets. Widgets are HTML
gadgets that can be added to the theme and can add difteretidris to the site.

% & ' ( 0 %

Procedure

1. Go to the dashboard setting and clickRyasentatiorandTheme
2. Choose a theme for your site and
3. Click on it to replace the default one

igtory  delicio.us  Bookmarks  Tooks  Help

Hi
& - < (2% [EE repitucasepartfolio. camfuwp-adminfthemes.ohp. - & G- <%

[B] “word Drop Game - Ad.

racy Now!: radi Google Image Reslt f Gliver Sacks . welcom . @ learning « Lucwrits’s

@ Lucwwrite’s weblog

E Coaching Teacher E Hello world! g Democ

Howedy, lucas. [Sign QOut, My Profile]

Flugins Users Options

WordPress Default 1.6 by Michael Heilemann
The default WordPress theme based on the famous Kubrick.

&l of this theme’s files are located in wp—content/themes/defaule.

Available Themes

/ WwordPress Classic 1.5
3 ; ek

L 3G 0| | O S S BT | B

art B & O 7| @srefox -| (3 My pocumen s | (53 pofeward-va.n | (23 student worksh... | 8 vourElectronieTe. . | £ e-coaching wark... Jd‘g”g‘ﬁ? Apd=Le @ zosrm

Fig 2: changing the theme
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Many of the themes are customizable. You can add imagehg change colours and
add features.

Procedure

1. SelectPresentation

2. SelectTheme

3. Click onCustom Image Header

4. Click Browseand select an image from your computer.
5. SelectCrop Header

6. Crop the final image.

Howdy, lucaslovegrove. [Sign Qut, by Profile]

Lhcas Wright's e-Portfolio ™ e

Dashhoard Write Manage Comments Blogroll IA(SINEUNMN Users Options Upgrades
i g

Custom Image Header i3y

Choose the part of the image you want to use &5 your header,

5 / Crop Header »

Thafll you for using
Need help?

Check out our Frequently Asked Questians, @WORDPRESS

Give and receive help in our WordPress.com Farums.

Use the feedback link in the upper right comer.

Fig 3: customizing your theme header
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A second way to change your site’s appearance is byngltttie sidebars. Keep in mind
that different themes have different numbers of sidead different configurations. If
you do not make changes to your site’s sidebars thewutdimatically include default

widgets.
Procedure

1. Click on the presentation and widget tabs. When yoe dawe this, WordPress
will display your sidebars and a widget box at the botto

2. Select widgets from the widget box and drag and drop theathe desired
sidebar(s)

3. There is a wide-range of different widgets that youadshto the sidebar. Useful
ones for developing your e-Portfolio include:

&"'$
Pagt Pages
Category Categories
Meta Admin options

Fig 4: Changing your sidebars



Posts are associated with blogging. All entries aredtior reverse chronological order
and can be given multiple categories. Often postased to display changing

information and can include reflections and journals.

Creating a Post (Dashboard>Write>WritePost.)

Posts are one area where you can write and embectomdeding:
Word and PDF files,
PowerPoint presentations,
images
scanned artifacts

Procedure

1/2. Open th&Vrite tab
3. Give your post a title
4. Add content

*Click Publish

Fig 5: creating a post
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An important feature of posts is that they can begmateed. This will allow you to
search categories on your site. For example if yowoateed your posts by the BCCT
standards you could search an individual standard and &l pdestted to it would appear.

Fig 6: click on a category to compile

You can add multiple categories to a single post so difi@camight be placed in
number of different categories. Viewers can moveughoyour posts with this flexible

filing system.
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Procedure
1. After you have added an artifact or a reflection youaaate a category for it by
adding a new category into the categboxon the right of your screen.

Remember you can give one post multiple categories.
2. Click on the check box to select previous categories.

Figure 7: adding categories to your post




Pages are static and are organized outside of the re\ems®logical blog posts. The

following table compares pages and posts

Outside the blog archives Archived
Some themes enable tabs Scrolling
Display pages in the sidebar Display post categoridisidebars
Pages can be set to the front page The post scrotiathiepage by default
Sub-pages No subpages
&- " & ((
Procedure
In developing a page you can follow roughly the same proceduagast.
1. Click onWrite
2. Click onWrite Page
3. Add content and title the page
4. Set the page order
5. Select the page parent
6. Select page status
7. Allow comments

Fig 8: Creating a page
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To make your e-Portfolio look more like a website arsg ke a blog you can move a

page to the front of your site and move the scrolling fwa different page.

Procedure

1. SelectOptions and Reading

2. Select either a post or a static page to appear atottieoff your site, seled®age
3. Select which page will appear at the front of your site

4. Set which page the scrolling blog will appear in

Figure 9: moving a page to the front of your site
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With the manage tab you can manage your pages, postgriegeand uploads. This tab
controls the order of your pages and posts, and whetheatégrivate or appear to the
public. You can make edits to your posts and pages here.

& ' ( (1
Procedure

1. Click on theManagetab

2. Click onPageor aPost You will see a list of pages/posts and you can select
view, edit, or delete.

Figure 10: managing your pages/posts




Managing Categories

From the manage tab you can also add, organize and dekgeress. Keep in mind that
editing or deleting a category will not affect the comt®eleting a category will not
delete the content. Instead the content will be addeddther category it has been

posted under or to a default category

Procedure
1. Open theMlanagetab and seledCategories
2. SelectAdd a Categoryn order to add a new category to your site
3. This category will not appear until you categorize a pestg it.
4. SelectDeleteto delete a category
5. SelectEditto change the title of a category

Fig 11: Managing Categories
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In WordPress you have the capability to embed artifagitsy a wide-range of different
media. Images and documents can be uploaded directhMatdPress, however; when
embedding media such as slideshows, video and digitalstaniewill need to use

second party applications as described below.

Embedding Pictures in Your Pages and Posts
(Dashboard>Write>Write Post/Page>Visual Editor)

Procedure

1. On your visual editor tool bar click on the image ofesetr and a form
will appear

2. Using the form you can set the dimensions, bordetptement of your image

3. Click Insertto add an image and sel&ave

Figure 12: embedding and editing a picture using a URL



Uploading Images (Dashboard>Write>Write Page/Post)
Using the upload tool bar at the bottom of your site yarualso upload images,
PowerPoint slides and documents.

Procedure
1. Open a page or a post and scroll to the bottom where Wifind the upload
console and sele@rowse
2. Choose an image, or doc to upload. Cligkenand the image will appear in the
lower screen of the browser
3. Click uploadto edit your image

Figure 13: Uploading an Image




Adding an Image to a Post or a Page

Procedure

1. After you have uploaded an image you can choose wheiteeqrage the image
will be saved.

2. Choose if the image will be linked to a blank page or dmyimage itself
3. Click Send to Editoto send the image to your page or post window.

Figure 14: Uploading an Image




Editing Images

In WordPress you can edit images in the visual editogusibs.

Editing Images Using URL (Dashboard>Write>Write Pag  e/Post)

Procedure
For more precision and ease of use the URL embed todlttthe size, layout and image

borders.

1. Click on the image that you wish to edit andThee Button in your visual
editor will be highlighted
2. Click on theTree Buttorand edit the images size, layout and borders

Figure 15: editing images




Uploading Files: PDFs, PowePoint (Dashboard>Write>  Write Page/Post)

Using the upload console you can also add Word docs, &FBowerPoint files as

links.

Procedure

1.

2.

3.

Open a page or a post and scroll to the bottom where Wofinal the upload
console and sele&@rowse

Choose a Doc, PDF or PPT file to upload. Clgkenand the file will appear in
the lower screen of the browser

Click Uploadand choos®age or File

Click Send to Editoand your link will appear

Fig 16: Adding Docs, PPT, PDFs



