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Workshop #2
Setting up an online tool for
your group
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In this workshop, you will learn how
to:

1. Decide which tool to use,

2. Set up a simple website or blog using a free online
tool,

3. Post photos and text on your new site, and

4. Share information with established sites via email or
commenting.



Step 1: Review: choosing a tool

What is your CAPACITY?
e Who will be using the tool?
 What skills does this person have?

e How much time can she devote to working
with the tool?

e Will your group members use the tool?
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Seattle Communities Online — Recommended Web Tools

Activities and
Functions
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Types of tools

blog EI
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integrated
tool
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email
newsletter

tool
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social
networking
tool

wiki and
collaborative
workspace

|

survey tool

—

web site
building
tool
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What can you do with
these tools?

upload content frequently and
always have new posts at the
top of your website; allow
comments from readers

.

(integrate your contact
database with your web
presence; sign-in
functionality; manage/send

kemails; event registration

send emails/newsletters to a
large distribution list; brand
your emails, distribute

meeting notices and minutes

post information targeted to
people who have chosen to
follow you/your
oraanization.

™~
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create a shared space for
all community members to
participate in; some tools
have social networking
functionality, post meeting

notices and minutes
& /

survey your community
members; compile results
easily.

"~ /

( edit text and images,
update calendars. post
contact information
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*Starts at $30/month for 1000 emails per month (with 20% nonprofit discount), with varying initial fees

**$29 95/month for up to 20,000 emails per month, with varying initial fees

***Wordpress, Wild Apricot, Wetpaint and the other Wiki tools offer web templates as well.

Recommended

Tools (free unless
otherwise indicated)

-~
Blogger

http://blogger.com
WordPress

http://wordpress.com

P
Wild Apricot
http:/fwildapricot.com

L

o

Emma*
http://myemma.com
Network for Good**

hitp://networkforgood.org
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Facebook

http:/ffacebook.com
Twitter

http:/ftwitter.com

N A

/

Wetpaint
hitp:/fwetpaint.com
Wikidot
hitp:ffwikidot.com
Ning

\ht‘tg://ning.com

@
w

Surveymonkey

hitp:/surveymonkey.com

Zoomerang

hitp://zoomerang.com

Googlesites

http://sites.google.com

Webli
http:/Awveebly.com

*** Other tools (see note)
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Step 2: Setting up a blog

 An easy way to get your group online is a blog.

e Remember, a blog is a type of website that has frequently
updated content about a particular topic. Readers can

comment on posts to interact with each other and with the
author of the post.

e Wordpress is an easy, useful blogging tool that hosts your
website for FREE!*

*unless you choose to host your domain name with them, which is $14.95/year. “Hosting” a domain means
that you can have a web address without the “.wordpress” included in your website address.



Step 2: Setting up a blog

1. Go to http://www.wordpress.com

2. Click on the “sign up now” button

listory  Bookmarks Tools  Help
X @ I@lhttp:#wnrdpress.mmt By - I'lGnng\e

.| Latest Headlines | | Customize Links €5 Seattle.qov list of blogs € Meighborhonds onth (1) Dashboard < seattlea. = | seattlsamy's Blog . | Columbia Citiaens - ne

Search WordPress.com Blogs

Password Log In ember me Lo

(Y WorpPRESS.com oo [Egn 31 Express yourself.
Start a blog.

5 = 9:54 AM so%cm
Ehadd — [ Signup now
Pressed:

Dy puskcizs: Twiner .
The best 0T 247,009 bloggers, e o In seconds, you'll have a blog with
220,146 new posts, 322,996 The Hero Is In Your Pocket Delicious Fall amazing free features like
comments, & 51,211,006 words WordPress.com Mews Shutter Glee
today on WardPress.com Stats to obsess over

Qur stats are designed to
give you up-to-the-minute
data about your visitors:
how many there are, where they're
coming fram, which posts are most
popular, and which search engine terms

L

The Phoenix Suns basketlball S.omle likg it funny and some Chili con carne are sending visitors to your blog
game in Monterrey, Mexico like it serious. you are what vou eat._or reheat
The Mija Chronicles Opening the door, walking outside Gorgeous Vigilance

emes —

“ou can change
the look of your
blog with over B0

| = v -, 3 e attractive thermes ranging frorm
., . . rofessional to fun to crazy, and you can

6-0 Broncos Force Utterance Quesn to Appear in Lego Rock  Firearmes malfunctions Zwmh thernes with one :i’ck !

of Hardest 3 Words to Say Band Gun Muts Media .

This Turmblewesed Life The Cookbaok

Widgets galore

It's easyto share Twitter
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Step 2: Setting up a blog

3. Choose a username and password. You'll
need a valid email address to confirm your
account.

@ WORDPRESS.COM

Home SignUp Features MNews AboutUs  Advanced

Stats to obsess over

’" e Get your own WordPress.com account

designed to give

o in seconds

the-minute data about your . . . .
. v Fill out this one-step form and you'll be blogging seconds later!

visitors: how many there are,

where they're coming from,

wihich posts are most popular, Username

and which search engine terms \
(Must be at least 4 characters, letters and numbers only)

are sending visitors to your

fing Password This is the username that you’ll use
Gorgeous | vistuee to log into your account. Also,
themes A .
foucan Cenfirm Whenever yOU pOSt, the byhne W|”
change the “u ”

look of your Use upper and lower case characters, nurnbers and syrmbols like 23 be POSted by [you r username]l SO
blag with over 60 attractve pesswors choose something appropriate.

thermes ranging from
professional to fun to crazy, and
you can switch themes with ane

click
(We send important administration notices to this address sotriple-check it}
Widgets galore
Legal flotsam I have read and agree to the fascinating terms of service.

Email Address

It's easy to share %
Triter posts, add - N Your email address won’t be posted
Flickr photas, aid a -  Gimme = blog! (Like username wordpress.com) .

anywhere online, so make sure to
use one that you check frequently!

Socialvibe cause, and do lots © Just a username, please.
more without touching any

code. Just drag and drop the
widgets around, and instantl




Step 2: Setting up a blog

4. Create your blog. Choose your domain
name, title, and language.

I PR LR TS A, If ywou're not going to use a great blog domain, leave it for a new user. Now have at it!
and which search engine terms

are sending visitors to your

Bleg Domain

blog. .Wordpress.com
Gorgeous || viglance Bloa Tit
themes °g Tite
You can My Blog
h i =— The blog title can be changed at any time
change the -
look of your
blog with aver B0 atractive Language What language will you he primarily blogaing in?
themes ranging from
professional to fun to crazy, and &n-English j
you can switch themes with one
click. Privacy ¥ | 'would like my blog to appear in search engines like Google and Technorati, and in public

listings around WordPress. com

| chose Seattle Neighborhoods Online at
http://www.seattleneighborhoodsonline1l234.wordpress.com



http://www.seattleneighborhoodsonline1234.wordpress.com/�

Step 2: Setting up a blog

5. You've created blog and can write your first post!
More likely, you’ll want to explore the available
templates and find something that suits you and your
organization. This is the really fun part! After you
create your blog, you’ll automatically end up here:

B9 My Account + My Dashboards v New Post +  Blag Info v

Seattle Neighborhoods Online vt site

i} Dashbozrd 57 Add New Post
46 Upgrades

10



Step 2: Setting up a blog

6. If you click on the “visit site” button (see arrow
above), you’ll find that your blog looks like this to your

visitors:

flews Post» Blog Info »

Seattle Ngighborhoods Online

nother WordPress.com weblog

Hello world! search this site
TIP: Whenever you Want Welcnm; to WardPress.com. This is your first post, Edit or delete it and P:‘Jes
. o start blogging! -
to nav’gate tO the baCk Posted in Uncategorized | Edit | 1 Comment it RCctcEeiga00g
end” (the place where you e
can edit and post content) e o
of your blog, click on “My Mets
Dashboard.” e

11



Step 2: Setting up a blog

7. Choose a template.

v Blog Info

Seattle Neighborhoods Online

Dashboard
Blag Stats
Blog Surfer
My Comments
Readomattic
Tag Surfer

Subseriptions

My Blogs
Upgrades

P Posts
Media

& Links

ﬂ] Pages

CJ Comments
@ Ratings
@ Polls

Appearance

Seers
Th Tecls

Settings

Dashboard

WordPress announcement: The Hero Is In Your Pocket

Right Mow

At a Glance

1 Post 1 Comment
1 Page 1 Approved
1 Category 0 Pending
0 Tags 0 Spam
Theme Kubrick with 0 Widgets Change Theme

akismet blocks spam from getting to your blog, but there's nothing in your spam
queue at the mament,

Recent Comments

From Mr WordPress on Hello world) #

Hi, this is & comment.To delste a comment, just log in, and view the posts’
comments, there you will have ...

View all

Incoming Links
This dashboard widget queries Google Blog Search sa that when another blog links to

your site it will show up here. It has found no incoming links... yet, It's okay — there
is no rush,

Your Stuff
Today
New post: sesttlensighborhoodsonling1234 - Hello world! (Edit)

Wew page: seattleneighborhoodsonline1234 - About (Edit)

lick on “Appearance”

Post v

QuickPress
Title:
Upload/insert [m] L J2 #% @
Content
Tags
Save Draft Reset

Recent Drafts

There are no drafts at the moment

Stats

=\igws per day

16
12
s
4
o g
5
\“"'
Top Posts (the past week) Top Searches

Most Active (the past day)
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Step 2: Setting up a blog

8. Explore the templates. Remember, your decision isn’t
final — you can change this whenever you want — just
click on “Appearance” in your Dashboard.

Blog Info = Search WordPress.com Blods Search

Seattle Neighborhoods Online v Turbo | Lag Out
Help
f# Dashboard Manage Themes
Upgrades
- Current Theme
# Posts Kubrick by Michael Heilemann
. The default WordPress theme complete with customizable header and widgets.

Media
& Links = = OPTIONS: Widgets | Extras | Custom Header | Header Colors | Edit €SS

fil = =
ID - e - _ Tags: two-columns, fixed-width, custom-header, blue, right-sidebar, sticky-post, white, light, widgets, rtl-language-suppaort
) Comments
@ Ratings

Browse Themes

@ Polls
) Random | A4-Z | Popular Search | - Feature Filters

(=0l Appearal Displaying 15 random themes owt of 77 Refresh

Themes

widgets

Frlias

Custormn Header

Header Colars

Edit CS5

& Users =
T} Teols = .
Settings 3
Vermilion Christmas Blix Albeo
Activate | Preview Activate | Preview Activate | Preview
& holiday theme with a vivid red and green color Atried and true two-column theme with widgets & light and colorful two-column theme.
scheme, and a customizable header,

Tags: pink, blue, yellow, white, liaht,
Tags: two-columns, fixed-width, seasonal Tags: custom-header, fixed-width, areen, two-colurnns, fixed-width, right-sidebar, widgets
left-sidebar, green, red, widgets, sticky-post, two-columns, rtl-language-support, white, light, sticky-post, tl-language-support




Step 2: Setting up a blog

9. Under “Appearance,” you can also click on “Custom

Header” to upload your own image.

e g

e e e

st Blog Info +

s v Dley

Seattle Neighborhoods Online

{8} Dashboard
Upgrades

s Posts
Media

& Links

Ej Pages

CJ Comments
@ Ratings
@ Polls

Thames
widgets

Extras

Custom Header

Header Calars

Edit C55

Qﬁ Users
Th Tecls

Settings

Your Header Image

This is your header image. You can change the text color or upload and crop a new image.

Hide Text Select a Text Colar Use Original Color

Upload New Header Image

Images of exactly 740 x 192 pixels will be used as-is.

Upload

Save Changes

Here you can upload a custom header image to be shown at the top of your blog instead of the default one. On the next screen you will be able to crop the image.

Choose an image from your computer:

Erowse.

| Turbo | Log Oy

Help

14



Step 3: Posting on your blog

10. Have you uploaded a custom header? Any time you
want to navigate back to your dashboard (kind of like
a homepage), click on My Dashboard. From here, you
can easily write a new post or change the appearance.

Search WordPress.com Bloos Search

Dashboard

Dashboard

Blog Stats WordPress announcement: The Hero Is In Your Pocket

Blog Surfer

My Comments Right Now QuickPress

Readomattic At a Glancs |

Tag Surfer Title:

Subseriptians 1 post 1 Comment Uplosd/insert (=] [0 J2 % @
My Blogs 1 Page 1 Approved Content
{8 Upgrades 1 Category 0 Pending

0 Tags 0 Spam

& Posts Theme Kubrick with 0 Widgets Changs Theme Tags

Media
& Links akismet blocks spam from getting to your blog, but there's nothing in your spam SazolDiafty) (gResal [ eubiish ]

Linl queue at the mament,
D Pages
Recent Drafts
CJ Comments Recent Comments
There are no drafts at the moment
© Ratings From Mr WordPress on Hello world! #
Hi, this is & comrnent. To delete a comment, just lag in, and view the posts’
O Folls i 2 ]! ain, P Stats

comments, thers you will have ...

=\igws per day

> Appearance

View all

&, Users 16
Th Tecls ) )

Incoming Links iz
Settings

This dashboard widget queries Google Blog Search sa that when another blog links to 8

your site it will show up here. It has found no incoming links... yet, It's okay — there




Step 3: Posting on your blog

11. Click on “New Post.”

gris Blog Infgl+ Search WordPress.com Bloos

Dashboard
Dashboard

Blog Stats WordPress announcement: The Hero Is In Your Pocket
Blog Surfer

My Cormments Right Now QuickPress

Readomattic

At a Glance
Tag Surfer Title
Subseriptians 1 post 1 Comment Uplosd/insert (=] [0 J2 % @
My Blogs 1 Page 1 Approved Content
Upgrades 1 Category 0 Pending
0 Tags 0 Spam
P Posts N N
Theme Kubrick with 0 Widgets Change Theme Tags
Media
& Links akismet blocks spam fram getting to yaur blog, but there's nothing in your spam SazolDiafty) (gResal [ eubiish ]
Linl queue at the mament,
ﬁ] Pages
Recent Drafts
D Comments Recent Comments
There are no drafts at the moment
© Ratings From Mr WordPress on Hello world! #
@ Polls Hi, this is & cormment.To delete a comment, just log in, and view the posts'

cormrnents, there you will have ... Stats
_ =\igws per day
Appearance

Wiew all
&, Users 16
Th Tecls ) )
Incoming Links iz
Settings
This dashboard widget queries Google Blog Search sa that when another blog links to 8

your site it will show up here. It has found no incoming links... yet, It's okay — there



Step 3: Posting on your blog

12. Write your post in the box below! If you want it on
your site right away, click “publish.” If you’d rather
save it and come back later, click “save draft.”

My Account ¥ My Dashboards *  New Post*  Blog Info v Search WordPress.com Blogs

Seattle Neighborhoods Online  vi s seattleamy | Turbo | Log Out

57 Add New Post

These icons along the pish |

top allow you to insert Sava Deant e

images, videos, and \5 Status: Draft i
Upload/Insert [m] i ) Visual HTML . o

music. visibility: Public Edit

ml o
1} @

B |7 | =iz

il
0
H
]

[] Publish immediately Edit

peds L putish

& Links
|£| Pages Post Tags

() Comments

Add new tag Add
@ Ratings Separate tags with commas.
@ Ppolls Choose from the most used tags in Post
Tags
& Fath: p
Appearance Word count: 0
Categories
&, Users
Tﬁ — Excerpt All Categories  Most Used
ools
] Uncategorized
Settings

Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more
ut manual excerpts.




Step 3: Posting on your blog

13. If you want to, insert any relevant photos or video into your
post. Press “publish” and then “view post” to take a look at
what you’ve created.

Blog Info

Seattle Neighborhoods Online New Post

Screen Optiens ¥ Help.
{&t Dashboard ;() Edit Post /

Upgrades
Post pub ished. View post

Edit This is my first post! Bublch
" Preview Ch
Aadd tiew Permalink: http://seattleneighborhoodsonline1234.wordpress.com/2009/10/25/this-is-my-first-post/ [ Edit review -hanges
Post Tags y
View Post Get Shortlink Status: Published Edit
Categories Upload/Insert m I 2 # @ Visual | HTML
Medi Visibility: Public Edit
3 Media == = [==]pyr
2 B [ £ j|s=ef (= [i=][ ¢ || = =Y B [ Published on: Oct 25, 2009 @ 19:13 Edit
Links
Very exciting. Seattle Neighborhoods Online is ready to go! i
. | B
() Comments k
@ Ratings ~ Y. Post Tags
" o Add new ta Add
City ol Seattle g

@ Polls

Separate tags with commas.

,_*,

Appearance U /\ = Choose from the most used tags in Post
Tags
B, Users Patic
1 Word count: 33 Last edited by seattleamy on October 25, 2009 at 7:13 pm
T'!‘ Uzsit Categories
Settings
= Excerpt All Categories  Most Used

Uncategorized

Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more
gbout manual excerpts.
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Step 3: Posting on your blog

Want to write another post,
change your theme, or upload
a new header? Just click on
“My dashboard” and you’ll be
ready to go.

Here it is

|;\>’

Search WordPress com Blogs ‘Search.

borhoods Online

Just another WordPress.com weblog

This is my first post! Sealch this S
October 25, 2009 by sesttleamy
Pages
Very exciting. Seattle Neighborhoods Online is ready to go! # About
Archives

» October 2009

Categories

» Uncategorized (2)

Blogroll
# WordPress.com
* WordPress.org

Meta
* Site Admin
FUBLIC INTERNET/ » Log out
N, ACCESS /7 2 valid XHTML 1|
N0V > XFN

» WordPress

Here's our first image! Seattle Community Tech Manager David Keyes!

Please come back tomarrow for information about the potluck.

19



Step 4: Sharing your blog

We will explore a few different ways to get the
community using your blog:

1. Emailing information to neighborhood news
blogs like the West Seattle Blog or MyBallard.

2. Commenting on other blogs.

3. Sending your blog information and link to
Seattle.gov.

20



Step 4: Sharing your blog

Emailing

1. Make the Subject Relevant: Put the most
important information here. For example, if
you are emailing another community

resource about your blog, the subject should
be:

— “Rainier Beach Neighborhood Association
launches blog.”

21



Step 4: Sharing your blog

Emailing

2. Avoid Attachments: Readers are less likely to
click through to a PDF or JPG than simply
reading the text of the email. If you do
attach a flyer or other document, make sure
that you include essential information in the
subject and body of the email.

22



Step 4: Sharing your blog

Commenting on other blogs

1. Register to comment. By registering, you can
set up a “profile” linking back to your blog —
sending readers you way.

2. Make relevant comments. If you make
timely, relevant, and insightful comments,
yvou’ll build readers’ trust as a source of
neighborhood/community information.

23



Step 4: Sharing your blog

Getting your site listed on seattle.gov

1. Email communitytechnology@seattle.gov.
Include the link to your site and a short
description of the content.

Or

2. ViSit http://seattle.gov/seattlecommunitiesonline/resources. Fl” out
the online form and your site will be added
to the “Neighborhoods Online” listings.

24
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@ Seattle Communities Online

http://www.seattle.gov/seattlecommunitiesonline/

communitytechnology@seattle.gov
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