Working with Blogs, Wikis, and Workspaces

Creating a Blog

A blog is a great way to share information. Generally, a
blog is written by someone who can provide valuable
insight and information on a topic, such as the manager of
a department or the team leader for a development team.
Blogs can be used by these individuals as an informal way
to pass on important information, such as why a certain
policy has changed, or specific tips and tricks to watch
out for when rolling out a new product.

@ Tips
v' The word “blog” is short for “web log”.

1. Open the site in which you want to include the blog.

2. Click the Site Actions menu and select Create from
the list.

3. Click the Sites and Workspaces link under the Web
Pages section.

The New SharePoint Site screen appears. Enter
information about the name and type of site you wish
to create.

4. Enter a name for the blog site in the Title text box.

The title should be short and easy to identify.

5. Add the URL name of the site in the URL name text
box.

Users can navigate to this URL to access the site
directly.

6. Select Blog Site under the Collaboration tab of the
Template Selection.

This indicates the type of site you want to create.

7. Choose the permissions you want to use under the
Permissions section.

There are two options for permissions:

o Use same permissions as parent site: This is the
default option, and the easiest option. Use this if
you want people to access this site as they do the
parent site, or the site under which the blog site is
being created. If you choose this option,
understand that the permissions can only be
changed along with the permissions of the parent
site.

e Use unique permissions: This option lets you
choose who can access the blog site, and the level
of access that each individual is assigned.

1 Exercise

» Exercise File: None required.

« Exercise: Create a new blog called “Notes from

Headquarters.”

Travel Agents > Create > New SharePoint Site

New SharePoint Site

Use this page to create a new site or workspace under this SharePoint site.

Title and Description
Type a title and description for your
each page in the site.

w site. The title wil be displayed on

Web Site Address

Users can navigate to your site by typing the Web site address (URL) into
their browser. You can enter the last part of the address. You should keep it
shrt and easy ta remember

For example, http:/feustomsry0 1/travelagentssitename

Template Selection

m to post ideas, obsen

r a per: vations, and expertise that
site visitors can comment on.

You can specify a fitle, Web site address, and access

Title:
Notes from Headquarters

Desaiption:

URL name

htp: ffcustomsrv01/travelagents/ notesfremhg

Select a tempiate:
Collaboration | Meetings | Enterprise

Publishing

Figure 5-5: Creating a new blog site.
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8. Choose how the top Link bar will look in the
Navigation Inheritance section.

e Yes: The top Link bar that is displayed in the blog
site is the same as the Link bar that appears in the
parent site.

e No: Only the tab for the blog site and any its
subsites will appear in the Link bar. This is
selected by default.

9. (Optional) Add the site to the site directory in the Site
Categories section.

This makes the site easy to look up, if users are using
the site directory.

10. Click Create.

The site is created and a tab for the blog site appears
on the Link bar.

North Shore Travel > Travel Agents > Notes from Headquarters

@4 Notes from Headquarters

Welcome Melissa Peterson = | My Site

All Sites -

[ 2] advanced search

mmm

[t Acton -

My Links =l

View All Site Content

7/2/2008
Categories

Admin Links ~

* Category 1 Welcome to your Blog!
= Category 2

To begin using your site, click Create a Post under Admin Links to the right.
= Category 3

What is a Blog?
= Add new category

g Create s
post

= Manage
posts

Use these links to

Other Blogs

There are no items in
this list.

E Add new link
Links

= Photos

= Archive

» Archive (Calendar)

= Add new link

[l RSS Feed

A Blog is a site designed to help you share information. Blogs can be used as news sites, journals, diaries,
team sites, and more. It is your place on the World Wide Web.

EBlogs are typically displayed in reverse chronological erder (newest entries first), and consist of frequent
short postings. With this Blog, it is also possible for your site visitors to comment on your postings.

In business, Blogs can be used as a team communication tool. Keep team members in touch by providing a
central place for links, relevant news, and even gossip.
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Figure 5-6: A new blog site.
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