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Dashboard	
	
The	dashboard	is	where	all	your	blogging	
decisions	are	made.	It	is	the	default	screen	
when	you	log	on	and	looks	like	this…	
	
	

Search;	
this	allows	
you	to	
search	by	
title	and	
category			

Your	blog	details	
are	here,	along	
with	your	chosen	
avatar.	

Allows	you	to	change	the	
destination	theme	and	
the	look	of	your	blog.	

Privacy	settings	have	been	
set	up	for	you	already	

About	page	–	allows	you	to	introduce	yourself	and	
your	blog.	Please	add	a	couple	of	lines	about	yourself.		
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	Adding	a	‘post’	
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Adding	images	and	moving	
image	files	

	

Before	adding	images	/	video	/	audio	to	your	blog	you	must	first	upload	it	to	edublogs.		
Click	on	–	‘Media’	and	‘Add	New’.	
	You	can	either	drag	and	drop	your	files	into	the	box	or	search	for	files	from	your	local	drive	using	
the	‘select	files’	button.		
	
If	you	have	several	files	it	is	important	that	you	upload	them	one	at	a	time.	
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Once	you	have	uploaded	your	image	etc.	it	
will	appear	in	your	‘Media	Library’.		
Select	the	media	you	want	and	click	on	it…	

Your	‘Attachment	Details’	will	show	you	an	
area	to	provide	a	title,	caption	and	
description	for	your	media.		
	
It	is	essential	that	all	of	your	images	are	
given	caption	and	a	title.				



How to add a menu to your Edublogs 

 

Before you start adding your work you’ll need to click ‘Posts’ ‘Add New’, then title each one 
exactly as below, with the names of the units for the year: 

UNIT 8: COMMISSION 

UNIT 10: FILM FICTION  

UNIT 20: SINGLE CAMERA PRODUCTION 

UNIT 21: EDITING 

UNIT 18: STORYBOARDING  

 

NOTE: 
The post/s need to be published and not in draft mode in order to appear in order to be 
placed in a menu. 

 

 

Then in the ‘Dashboard’ select ‘Appearance’ and 
‘Menus’ 

Call ‘Menu Name’ ‘BTEC Units’ 

 

Then select ‘Create Menu’  

 

 

 

 

You may need to click ‘Manage Locations’ 
and check where the ‘Primary Menu’ will 
appear, however the location is determined 
by the template you have chosen, so the 
default location based on your template is 
normally fine. It should be clearly visible and 
at the top of your site.  

You can select ‘Manage with Live Preview’ to check your menu. 



 

Then once you have uploaded a piece of work you’ll 
need to assign it to the right menu so we can find it! 

Go back to ‘Dashboard’ select ‘Appearance’ and 
‘Menus’ then look at the ‘Posts’ section and select the 
post/s you want to be included in your menu.  

Then select ‘Add to Menu’. You’ll need to ‘Add To 
Menu’ after every piece of work you upload. 

 

 

NOTE: 
The post/s need to be published and not in draft mode 
in order to appear in the ‘posts’ list menu. 

 

 

 

In the ‘Menu Structure’ Section on 
the right the posts you have 
selected will appear and now you 
need to drag and drop to put your 
menu in the right order, something 
like the following.  

Make a note of the hierarchy of the 
menu, so work belonging to the 
corresponding unit needs to be 
dragged and dropped below and to 
the right. 

 

  

Then select ‘Save Menu’  

 

Make sure it’s all saved, check it works and that you have included all your posts. 

 


