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1. An introduction to blogs

A blog is an online diary or learning journal which can be used on a regular
basis to record your experiences during your time at Queen Margaret
University (QMU). You might be asked to create a blog when on placement or
when working on a project. You can also share your blog, or selected parts of
it (thoughts), with tutors and colleagues so they can comment on your
experiences and on what you are learning.

A blog is a single web page that lists entries, known as thoughts, created in
date order with the most recent at the top of the list. You can either post
entries directly or you can post existing thoughts and files to a blog. A blog
can also be added as a section to a webfolio (see our guide to webfolios). At
QMU, we want you to include elements of reflection in your blogging which
can help your future learning development and which can be used as
evidence of your learning achievements.

An example of a blog

2. Why should | keep a blog?

By writing things down, not only will it help you record an event, but also it will
help you to clarify your thoughts and emotions. Writing a blog is also a useful
way of working out strategies for coping in the future and to think about what
training or further development you require. You may use an entry in a blog as
evidence of learning, in preparation for tutorials, or as a basis for discussion
with tutors, especially your Personal Academic Tutor.

Further information about the use of blogs can be found on our ePortfolio web
pages: http://www.qmu.ac.uk/eportfolio/whatsin.htm

3. How to create a blog

To create a new blog, open your PebblePad account and using the create
new menu go to more... and then select blog.
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A pad will appear on the right-hand side. On the
first page there are areas to add an appropriate
title, select a tag (a tool to help you organise
and manage your assets) and add a description
for your blog.

Step 2

Select either the number 2 button or the next
arrow on the navigation bar to move to the next
section. Section 2 is where you can choose a
header for your blog.

A selection of templates is available to choose
from, using the drop-down menu.

Please note: an alert triangle will appear when
you browse the templates. This is to remind you
to check the contrast between the text and the
background of your blog — to ensure it is
readable. You can Preview at any stage, using
the magnifying glass icon.

If you prefer, you can create your own template
by scrolling right down to the end of the list and
selecting create new template. (Please see
PebblePad’s online Help menu for full details on

how to create a custom template — available

Step 3

using the ? icon at bottom right of each pad).

Once you have set up your blog select either the number 3 button or the next
arrow on the navigation bar to move to the last section. Here you can choose
to do a number of things with the blog you have just created:

« view and post to blog;

e send to: person, web, gateway, activity log (if enabled), word;

e add areview;
o add/edit link;
« tag this asset.

You can also simply click on the green tick button to save and close your

blog.



4. Viewing and posting to a blog

To view or post to your blog, open from your asset store.

To do this go to the view menu, select my assets, and then find
your blog in your list of assets. Once you have found your blog in
your asset store, select it and then select view and post to blog

search

) Assistance with
~ | eportfolio problem

date

4 Aug
2009

30 Jul

from the options on the right-hand pad.

edit info

sub title
This is where the description can go - not

what would you like to do ...

(-_.l\ view and post to blog

The example demonstrates a new blog that has a header, a title and a brief

description.

: Post new

A new blog

More entries

This Is where a brief description can go - not the blog entry itself!

a Clrrent Doct

1o

A new blog with header, title and description

To add an entry to the blog select Post new. Give the post an appropriate
Title and then write your entry in the Message area. You can write as much
or as little as you wish. If you wish to attach a document or image, there is a
facility to Browse your document folder or memory stick for files to upload.
There is also a Spell Check facility (ABC tick). Once you are happy with your

entry click on Submit.

A new blog
This is where the deserip

MNew post

This post will also be saved as a thought or file.

Tite:

Message:

Fiiz

pload Progress

7 Hew s * Mwrarsalt Inlerned Faplorer previded by QS

Direvloping documestation

| Browse... | W

Subrml

Example showing spell check, browse and submit



Please note: the Browse for attachments option is only available with Post
New — if you return to Edit an Entry you no longer have the facility to browse
for items to attach (see section 5.2 for instructions on an alternative method
of attaching items as links).

You can see that
when you post a
new entry, the
following details
175 are recorded:

A new blog More entries (N}
Thiz is where a brisf description can go - not the blog entry itssif! ] d ate;

subject title;

21 August 2009
testing upgrade

the blog in version 2.4 has 13 new templates available,
There is definitely a different look to the blog. 1t has a fresher, more modern look. There are several

e August 2009

[ ]

e author name;
new features in the blog entry area - now possible to view and edit in Zoho. There is brief [ ]

information about using Zoho and a link to support for this.

The blog itself has an extra icon at the top of the page - an information icon pOStI ng
1t's still not possible to browse for a file after the first submission.
Download | View | View in Zoho | Edit in Zoho

Zoho is & free 3rd party servios which works best with simple documents, For complex or importent documents it is
recommended that you save a local version of your file before editing in Zoho, If you encouter problems editing
documents please contact Zoho suppart,

Posted by Sus Murray at 11:46 ) 0 Commen ts | Post Cammen t
Edit Entry | Remove Entry | Wiew this ‘File’

Demonstrating a new post to a blog

Current Posts is the default view, but entries can also be organised and
searched by individual months — just select the month link under More
entries.

If you wish to add more to your entry

Posted by Sue Murray at 11:26 after posting, or to make changes,

Edit Entry | Hermoaove Entry | Wiew this 'Thought' select the Edit Entry option. Note: the

original date and time of posting will
remain unchanged regardless of how many times you return to edit an entry.

Posted by Sue Murray at 11:26 If you wish to delete an entry select
Edit Entry | Rernove Entry|| Yiew this ‘"Thought! Remove Entry. This will remove the

entry from this blog, but the thought
will still be available to you as an asset in your asset store (for future use).

Fosted by Sue Murray at 11:26 Note: All entries that you create in a
blog are stored as individual assets

Edit Entry | Remove Entry|| Wiew this ‘Thought'

called thoughts. Selecting View this
‘Thought’ will open your thought as an individual item — e.g. this can be
useful if you wish to print a particular entry rather than the whole blog.
However, to make changes to a blog entry/thought you need to choose Edit
Entry in your blog (or edit this asset if opening a thought from your asset
store).

Posted by Sue Murray at 11146 If a file is attached to a blog entry,
Edit Entry | Remowve Entry)| Wiew this 'File' :P\en‘tl?T YIEW Optlon Changes to View
IS Flle'.

For certain files such as word documents, it is now possible to View in Zoho
and Edit in Zoho, a free 3" party document editing service. In some



instances it may be quicker to open a document to view in Zoho, however, the
appearance of your document will be different to how it appears in a word
document. More complex or important documents should be saved outwith
the ePortfolio and then edited either in Zoho or word. For further information
about this feature see the Zoho FAQ page:
http://www.zoho.com/zoho_faqg.html

the blog in version 2.4 has 13 new templates available,

There is definitely a different look to the blog. It has a fresher, more modern look, There are sewveral
new features in the blog entry area - now possible to view and edit in Zoho. There is brief
information about using Zoho and 2 link to support for this.

The blog itself has an extra icon at the top of the page - an information icon,

It's still not passible to browse for a file after the first submission.
Download | “iew | Yiew in Zoho | Edit in Zoho

Foho is & free 3rd party service which works best with sickple documents, For complex or important documents it is
recommended that ol s3e & local versfon of pour file before editing in Zoho. If pou encouter problems editing
documents please contact Toho sUpDort,

Posted by Sue Murray at 11:46 1:__) 1 Comment | Post Comment

Edit Entry | Remove Entry | Wiew this 'File'

View options

Use the tools at the top right-hand

~ | Postnew | side of the blog to view

information (e.g. regarding sharing

This asset has been tagged as: Dewvelopment j and tagglng), Add Comments,
Th?s azzet has been shared - Prlnt, and Post new.
This asset has been sent ta a gateway ntrie

5. Copying sections from one blog to another

It is possible to link entries from one blog to another blog — for example, you
may have a private blog and find that you wish to share a particular entry from
that blog with your colleague or tutor, but not the whole blog. In this instance
you could create a second blog and copy selected thoughts from your first
blog for sharing to this.

Copying sections (or thoughts) from one blog to another blog can be done in
one of two ways: sending to a blog, or attaching as a link.

5.1 Sending a thought to a blog

In addition to writing reflective entries straight into a blog, it is also possible to
write individual thoughts as separate items. If you decide to use this
approach it is possible to attach individual thoughts to one or more blogs — for
example, you may wish to share a series of thoughts with a colleague, or with
your tutor.

A thought is identified by the cloud icon.

To move a thought to a new blog, select the thought in your asset store and in
the pad that appears on the right-hand side, select send to... blog.



my assets %, received search edit info
title date A description .
You can write | o, Person
o~ 20 Aug what would ¥ 3 web
- 2| A new blog (Copy) 2009 m atewa
12 Aug @ view th 9 Y
" | Trees 2009 - : blog
<k | Sue Murray: Personal 12 Aug 5 edit th —
% | Portolio 2009 I 1 activity log
. .
¢ Developing 10 Aug rosendtd oo
'}~ documentation 2009 U D
oy 10 Aug more g & printer
+¢| Anew blog 5009 o =/ P

Selecting a ‘thought’ and ‘send to... blog’

Select the blog you wish to send to from the list that appears and click on the

green tick to post to a blog.

(N view

% Anew thought

my assets (% | recelved [EEorourblogs
= — - =
LG ge ;“a A new blog (Copy)
A new blog (Copy) 'U} New blog

@ u\,‘a ePortfolic drop-in sessions {Copy)

T i3

rees > : :
EeEr 5 [ © = o Marketing Consultancy Project (exam

ue Murray: Persona et
Portfolio i » » Health Sciences and Practice Subject
Developin e . : -
Q documgntgtion 51;,‘, ePortfolio drop-in sessions

- | A new blog ',-;'; Data collection stage 1 (phase 2)

Azsictance with ¢ = 5 Nemanstratina Rlans favamnle)

assets 1 - 50 (of 448)

-

Oy TRR—— % post to a blog

I rey|

Selngthe blogto ‘send to...’

The thought will now appear as a new entry in the chosen blog and you will
be able to Edit Entry, Remove Entry, or View this ‘File’ in the same way as
with other entries. Please note: any thought that you transfer in this way will
now appear at the top position in the blog and with the current date — not the
date the original thought was actually created.

An example of sending a thought to a

testing upgracde

' Demohs.trat'ihg new thought - sent to blog
5.2 Attaching a thought to a blog as a link

To attach a thought (or other items) to a blog, first select the blog in your asset
store, then go to more options on the right-hand pad that appears. In more
options select add/edit link.



my assets |5 | received search edit info
title date  * sub title
— This is where the description can go - not
4 | A new thought %gé;uQ L P C2l
f_.:;? A new blos (Gonr) ggo :;ug what would yp—"=——"————~
: - Y
. 12 Aug (4{ viewa| (/4 add a review
| Trees 2003 .
¥ editth| &7 add/editlink
g Sue Murray: Persenal 12 Aug ‘5 edit )
= | Portfolio 2009 ' [} copy
- | Developing 10 Aug losendtd T
| documentation 2009 & /) tag this asset
O mored il remove
—— | assistanre with 4 dun = . 4

Selecting a blog and ‘add/edit link’

A copy of your asset store will appear on the right-hand side of the screen and

from this you can cho
from your asset store
on the green ti

my assets

ose to attach a blog entry (thought), or any other item
to the blog you have selected. Select the item and click

received search my assets (< web link email link

title date | * [ title |date 1
2 | & new thought %gat\gug
; 20 A
©« o A new blog (Copy) zmgug ¢ - ¢ | A new blog (Copy) ggohgug
v 12 Aug A 12 Aug
i | Trees 2009 =) | Trees 2009
Sue Murray: Personal 12 Aug ﬂ Sue Murray: Personal 12 Aug
Portfolio 2009 : Portfolio 2009
- | Developing 10 Aug 2 Developing 10 Aug
z documentation 2009 “ | documentation 2009
) Assistance with 4 Aug
| eportfolic problem 2009
- | fecictanre with 4 fuin i an Tl

assets 1 - 50 (of

The thought (or other
right-hand side of the

448)

L
E

Linking an toablog

item) you have attached will now appear as a link on the
blog, underneath Links. It will not be visible in the list

with the other posts to the blog.

More entries By

+ Current Posts
= August 2009

Links

Assets
testing freeze issue

your blog with your tu

It is also possible to attach other items from your asset
store, web/email links and to browse for an external
file to attach to your blog using this method (e.g. word
document, PowerPoint presentation, images etc.).

The example below demonstrates how to attach a web
link to a blog. There is also room to add a description of
the link which is displayed when you roll-over the link in
your blog — this is particularly useful for providing brief
information about a link, especially if you are sharing
tor. Remember to select the green tick to save changes

and attach links in this way.
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gl-- view assets + A blog for sharing x

my assets %y | received =earch web/femail search
title date
web link « email link
link title
3 21 A 2
E’ testing upgrade 2009ug ePortfolio at QMU
77%| Anew blog g;o.t\gug link description
: 7 Aug ‘A website of ePortfolio resources for tutors
-“@ How to create a webfolio 2009 and learners at QMU
:ﬁ Documentation iu%ugg
”@ testing inline comments i(f:; link URL
. _f:) An example of sending a 26 May www.gmu.ac.uk/eportfolio
= | thought to a blog 2009
assets 1 - 45

88

Linking aweb link to a blog

6. Removing entries from a blog

6.1 Removing entries

As demonstrated earlier (section 4), blog entries may be removed using the
Remove Entry option. When this is selected a confirmation window will
appear to ensure that you do not remove entries by accident. If you are sure
you wish to remove the entry, select Remove.

/2 Remove - Microsoft Internet Explorer provided

Remove published item?

Title & new thought

Rermiove | Cancel |

Please note: Although the entry will be removed from the blog, it will still be
available as a thought in your asset store and could be re-added to your blog
at a later date if required, but beware — on re-posting it will appear with the
current date and time of posting and not the original.

6.2 Removing links

To remove items that have been attached to your blog as links, select the blog
in your asset store and then go to the info tab at the top of the right-hand pad.
On this pad selecttheotlon has number) items Imked to |t

my assets (% | received search edit info
| title date | * this asset ...
2| A new thought 20 Aug -+ <
~ 9 2009 ., isshared with 0 people 7
- 3| A new blog (Copy) i 3
Lt P 2009 [l s published to 0 gateways ‘U
| Trees 12 fug
) 2009 £ has 3 items linked to it D
g Sue Murray: Personal 12 Aug
% | Portfolio 2009 P is linked from O assets ")
-y | Developing 10 Aug :
" | documentation 2009 ? 0 reviews ":9
(Y 0comments 1)

Selecting infor mation about linked items

10



A new pad will appear (called links). Select the item you wish to remove and
then select the bin icon at the bottom of the pad. A confirmation message will
appear to make sure you do not remove the link by accident. Select remove

link to continue.

ets received search adit info links
linked to the following assets:

20 Aug

new blog (Copy) 2009 _ Developing decumentation
12 Aug

Fees 2009

e Murray: Personal 12 Aug
2009

prifolio

ping
pcumentation

kcictanra with 4 Aun

L - 50 (of 448)

view : . upload _ B remove selected asset link
Removing selected links from a blog

The item will be removed from the blog, but will still be available to you in your
asset store.

7. Printing

It is possible to print a blog using the print icon at the top of the page —
however, the print version will not appear in
~ | Postnew || the same format as the online version.

It is also possible to print individual entries by selecting these as thoughts in
your asset store and then selecting send to... printer.

—— — -
title date - description .
You can write ) o, Person
™y 20 Aug what would y| * @ WeD
i+ 2| A new blog (Copy) 5003 _ b
A (‘Q‘ view th Bl gateway
Ml | Trees 2009 9 2 2
' ) ¢ Dblog
Sue Murray: Personal 12 Aug X editthf 3 :
® | portfolio 2009 j & activity log
, | Developing 10 Aug r osendtq |, e
" | documentation 20035 it '—l word
%3] A new blog égoﬂgug O mored 4] printer
/

L
Sending a ‘thought’ to the printer

8. Adding images
As demonstrated in section 4, it is possible to attach an image to a blog entry
using the Browse option on a Post new function. Any image you attach in
this way will be visible in your new blog entry — as demonstrated in the
following screen shot.

11



A blog for sharing More entries
This iz & blog for sharing selected thoughts from my private blog with my colleagues.

= Current Posts

« August 2000
24 August 2009

Attaching an image

An example of attaching a photo ... a parrot I met on holiday in Crete! Links
' b ~

Web Links
ePortfolio at QMU

€2 0 Comments | Post Comment

Edit Entry | Remave Entry | View this 'fils"

An example of sending a thought to a blog

This is an example of sending a thought from one blog to another blog.

Posted by Sue Murray at 11:26 € 0 Comments | Fost Comment

Attaching an imageto a blog entry

It is also possible to attach images as links (see section 5.2).

— | -1 Here you would select your blog, go to more
S g e/ options... add/edit link and browse for an
— | external file to upload (using the paper clip icon).

browse for external file to upload

You are required to give the file a Title and a brief Description — this is
because the file will be attached as a link rather than being actually visible and
so a title and description will assist in identifying the item and will also assist

with decisions to open the file to view at a later date.
=

upload file G e folio

Browse for and upload an external file up to 10mb. Maximum file upload

may not be p il on alow ¥
my assets < web link email link
File [ Browse. | & i — .
Title [ Il__E
DESU’\pUDﬁ (\2 A new thOUght ggoAgug
Upload Progress: | | f:} A new blog {Copy) %gcﬁaug
y - 12 Aug
Upload dose | F
_Uploas | N *i Trees 2009
@ Sue Murray: Personal 12 Aug
| Portfolic 2009
QQ Developing 10 Aug
t | documentation 2009
Accickanca with 4 Ann

assets 1 - 50 (of 448)

brow se for external file to upload
Browsing for an external imageto link to a blog

Please note: when uploading external files the size is restricted to 10mb and
the maximum file upload may not be possible on a low bandwidth connection.

Attachments and images can be removed from blogs in the same way as links

(see section 6.2 for full details). Use the info tab to view items linked to your
blog, choose the item you wish to remove and then select the bin icon.

12



9. Sharing a blog

Any blogs that you create are entirely private and can not be viewed by
anyone else unless you decide to share with someone. For example, you may
wish to show your friends, family, or your tutor a blog that you have
developed. Additionally, you may be asked by your tutor to share a blog with
them for assessment/feedback purposes.

To share a blog, select the blog in your asset store, then go to send to...

person (or gateway — depending on your tutor’s preferences).
W' Vview assefs HE I, R A eWblog T O
my assets recejved search edit info
title date 2 sub title
. This is wh h t -
2 | A hiew thought %gogug is is where the description can go - not
’ K nent biog (Coby) %gcgug what would y] . person
12 Aug @ viewal B web
w/| Trees 2009 : =
Y Sue Murray: Personal 12 Aug i ‘5 edit th m gateway
= | Portfolio 2009 = E’. activity log
, | Developing 10 Aug [ e sendid T
“ | documentation 2009 = ﬂ word
0 A I_) Mot

- Shz;ringablog
9.1 Sharing with a person

When sharing with a person you will need to add the person as a contact (see
the PebblePad online help guide for details on adding contacts for sharing).
When sharing in this way you will be able to grant permissions to allow those
you are sharing with the ability to:

e view (this is the default setting);

e (gradel/feedback (this allows the recipient to view the grade for your
asset);
comment (allows recipient to add comments to your asset);
copy (this allows the recipient to make a copy of your asset);
collaborate (allows recipient to re-share your asset);
cascade (gives recipient co-ownership of the asset once they edit it).

You can also choose to share indefinitely by selecting ongoing, or for a
defined period of time by using the calendar tool beside share until. An email
will be sent by PebblePad to the person you have shared your asset with and
you can provide a short message to go with this — using the note pad icon at
the bottom-right of the pad.

o = =y -
& my communty. . o o f.Anewbleg | .. o . ®
my contacts m groups add a contact set
{search by name} View 1 share until:
A Kath MacDonald : grade/feedback' 1
& David McGuire comment 1
& Kristina Mountain copy + OR ongoing
A Kathy Munre -
collaborate L
& Sue Murray \
cascade 1)
4 Iddo Oberski
A Pebble Pad turn these sharees into a group?
& Ruth Paterson
% Susi Peacock \
& Mike Pretious - %2
3 ﬁm L= 1 0 o ?

Setting share permissions

13



9.2 Publishing to a gateway

To share (publish) a blog to a gateway (an institutional area), select your blog,
then select send to... gateway. Navigate to the correct gateway (your tutor
will advise you of this) select the gateway, then select the green tick to
publish to the gateway. The gateway should then open and you will see your
blog in the gateway. You should also receive an email from PebblePad
confirming this (if you have email selected as an option in my settings).
Please see our Student guide to using gateways in ePortfolio for further

details on publishing

to a gateway.
A LS %
1Y axmt + [l Main Gateway
titl
- " 'H Business and enterprise
1| A new thought . N CAP testing gateways
< 4| A new blog (Copy) [ clickers
] | Trees |84 HsaP Mini-project
Y Sue Murray: Personal » “ Media Communication and Socit
b omi M
, | Developing
| decumentation » e et + W pre
ursing gatew ay
» il radiography
dssiarancs with E chow all gatewa -
assets 1.- 50 (of 448) =k

Publishing to a gateway

9.3 Information about shared items

To check whether an asset is shared with a person or

published to a gateway, use the view information
icon at the top of the blog (see section 4).

# 4 blog for sharing

title

f‘-‘} Questionnaire dasign
Data collection - stage 2

Data collection - stage 1

A new bleg

this asset ...

info

Ji8 = published to 1 gateway 1)

o2 hasS hemsnked to it (1)

Theinfo tab page

— | Post new

Alternatively, select the
asset and then go to the
info tab on the pad that
appears on the right-hand
side.

To remove or undo a share — go to the shared tab, select the person you
wish to unshared the asset with and then choose the bin icon at the bottom of

the pad.

My assets

e

dare

QuesBonnAaire Sessan
- 4 | pata collection - stage 2
¢ . ? Data collection - stage 1

A blog for sharing

25 Aug
2009
25 Aug
2009
25 Aug
2009
24 Ausg
2009

shared

If you wish to unshared an asset previously shared with a person, go to the
shared tab, find the person you wish to remove the share with and then
select the bin icon.

14



10. Where to go for help

Further information about ePortfolios, including user guides, can be found on
the ePortfolio web pages: http://www.qmu.ac.uk/eportfolio/

An extensive online help facility is available within PebblePad — use the ? icon
at the bottom right of all right-hand pads to access step-by-step guides. Help
movies and tip sheets are also available on the ePortfolio login page.

If you are experiencing problems logging into, or using QMU'’s ePortfolio,
please email eportfolio@gmu.ac.uk stating your name and matriculation
number.

If you are having problems with your password or have forgotten your
password, please email LRCHelp@qgmu.ac.uk stating your name and
matriculation number. The helpdesk will be able to reset your password for
you.

11. Frequently asked questions

When | amend an entry to a blog, the date does not change. Why?

When you edit an entry to a blog, it only shows when you created the first
entry. It will not show if you have returned to the entry and changed it. In
comparison, if you add a thought to a blog, it will show the date that the
thought was added to the blog, not the date it was created.

| want to add a file to an entry that has already been created. How do | do
this?

It is not possible to add a file to an entry in a blog that has already been
created. However, you could add the file as a link. For further information,
see section 5.

| have shared my blog but my tutor cannot add comments to the blog.
What should 1do?

When you share a blog, it is important to decide what rights you will give the
recipient, for example, will the recipient be able to make comments or to copy
your blog. In this case, when sharing your blog, you should have allowed the
tutors to make comments by ticking the comment box, see section 9.
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