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global volunteer week

This year’s Give Together campaign marks our second annual event where employees around the
globe are invited to be part of something bigger than themselves by giving time together. The Give
Time Together global volunteer week takes place September 10-14.

Just like last year, we have an Internet-based blog ( ) where volunteer
teams or any individual participants can document volunteer activities with video clips, photographs
and stories. Video clips will be compiled in a Dash video to celebrate employees’ investment in
other people’s lives. As Give Time Together wraps up, we’ll ask you to vote for your favorite
volunteer story October 1 — 3, 2007 to win grants for the charity chosen by the winner. Make sure
your blog is posted by Thursday, September 27 for inclusion in the Give Time Together Special
Recognition Program.

Blogging is fun and easy. The most difficult part of blogging can be deciding what to write. Here
are some tips on documenting your team’s volunteer work:

Take the time to prepare your narrative before starting to write your blog
Get ideas and input from your team on what they want to include

Get quotes from your team and people you worked with

Get pictures of your volunteer work (lots of them if you like)

Get the Web site address of the non-profit group you are working with (and add it to the
blog)

e Get feedback from your team after you post the blog (you can always edit)
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Online Registration

The blog site will be ready for registration on Friday, August 24.

To register for the blog, go to http://givetimetogether.sabre.com/wp-reqgister.php and create a User
Name for yourself. Any user name is fine as this does not appear in the blog. After registering,
you will receive an email from wordpress@vs21.nyshells.com with your user name, temporary
password and link to the login page.

Initial Registration Screen Login from the blog homepage

Each time you visit your blog, you'll need

to login. From the home page, locate the

@WORDPRESS Meta section of the navigation bar. Click

Register for this blog on Login.
Meta

Username: A
WaordPress

il Note: If you're already logged in, instead

of Login, you will see Site Admin.
Clicking on Site Admin will take you to
the Dashboard view of the blog.

A password will be emailed to vou.

Register »

« Back to blog Login Lost your password?




Blog Dashboard

There are two views in the Blog: the Dashboard, which is your working area and the View, which is
what visitors to your blog will see. Each time you login, you will initially enter the Dashboard.
From this page, you can see any recent activity on the blog and any recent announcements. Toward
the top of the screen is a list of menu options: Dashboard, Write, Manage, Profile.

Howdy, tester. [Sign Cur, My Account]
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Dashboard
Welcome to WordPress T atest Activity
Use these links to get started: Incoming Links More >

* Mo results found

e Wirite a4 post

& Update your profile or change your passwaord Comments »

s Mr WordPress on Hello world!

& Add alink toyour blograll

e Change your site’s ook or theme Posts »

| P G A LT

Updating Your Profile

Once you are registered, you should update your profile to select your nickname. This is the name
that is displayed by any posts that you create. Simply type your new nickname in the Nickname box
and click the Update Profile button. You will need to select your new display name from the drop-
down menu. Press Update Profile once more. Note: Your email address is not displayed in the
blog. It is used only by the application for password retrieval and alerts.
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Your Profile

Your Profile and Personal Options

Name Contact Info

Username: (no editing) E-mail: (required)

Frank.Croke.ctr@igougo.com

First name: Website:

Frank http://

Last name Al

<

Mickname: ahoo IM:
testerl

Display name publicly as Jabber f Coogle Talk:

Update Your Password

Share alittle biographical information to fill out your If you would like to change your password type a new
profile. This may be shown publicly. one twice below. Otherwise leave this blank.



Changing Your Password

At the bottom of the Profile page is the Update Your Password box. After you have entered your
new password, don't forget to click on the Update Profile button (bottom right-hand corner) in order
to save your new password.

Creating Your Blog Post

To create a blog post, click the Write menu in the Dashboard. This will give you simple rich text
editor with formatting options that include bold, italic, and bulleted lists. There is also the ability to
add photos and links to the Web site of a non-profit group that you are working with (these are
discussed below).

At a minimum a post should include a blog title, your text narrative, and what Categories you would
like your post to appear. Category lists are displayed on the right side and act as a quick way for
end users to view volunteer projects located in different parts of the word.

Your blog post should also include a “more tag” after the first or second paragraph. This is the
square button highlighted with the curser in the image below. The tag splits the post into two
sections and displays the top section on the blog with a “more button” so that users can access the
full blog post.  This tag allows more blog entries to show up on a single page.

Howedy, testerl. [Sign Our, My Account]
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¥Write Post

Write Post

Title
Sabre Gives Helping Hand to .
- W Al Volurteer Efforts
— = — — — - = W olunteer Week
B & & T i = E = = HIML ] =
== i =+ %‘ 9 v 2006
Working in a small commuinity, our marketing'=tam decided the ™ “ear Eound
best way to volunteer time would be to work [ PN
Mare... and Family
with the main ........... [ International
Laocations
| [ b
Path: p y

Discussion

Save and Continue Editing H Save H Publish ”




Previewing and Publishing Your Post

To preview your blog post, select the Save and Continue Editing button. Then scroll down to the
bottom on the page where you will find a preview of your post and how it will look.

Save button clears the editor window and saves your work as a draft. It also creates a link at the top
of both your Write and Manage pages where you can back at a later date to retrieve your work.

Publish button publishes your blog post and clears the editor window

Sawve and Continue Editing H Save “ Publish “

Editing Your Published Post

To edit a published blog post, login to the Dashboard, click on Manage and Posts. Locate your
post and then click on the Edit link. Remember to click on the Save button when you have
completed editing and/or revising your post.

Howechy, tester1. [Sign Out, My Account]
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e Comments  fwaiting Moderation (00

Your Drafts: Sabre Gives Helping Hand to .

Last 15 Posts

Search Posts... Browse Month. ..

August 2006 Show Maonth

Search

ID  When Title Categories Comments Author
2006-08-

[ 2_4 . PRI All Wolunteer Efforts, Volunteer Week 2006 8] tester]  View it Delete
91148 Fences =
prn
2006-08-
23 Long Stany Al Volunteer Efforts, US Locations, Mew York, .

3 a0 Example MY, Volunteer Week 2006 o AT =T




Adding Hyperlinks to a Post

Blogs posts often include hyperlinks, which take your readers to other blogs, Web sites, or even to
another area within your blog. To create a link from your blog to the district Web site, for instance,
start by selecting the word or phrase you wish to turn into a link. From the formatting bar, click on

the chain link icon.
Post

B J | SIS =& | EEW| = BGEE|9 0w @

mtneachers are experimenting witl s as a tool =
g and learning In an electronic age. Using Edublogs

free WordPress blogs, they are ..,

=
Path p £
Y Insert fedit link -- Web Page Dislog x| -
A — Type or - better yet — paste in the
. URL. Click on Insert. Whatever you
Link URL: (http 1 fwew. egusd, nat . .
. T e e TR selected in your post is now
. underlined. To test your link, click on
- View site.
Insert Cancel
etp:ffelectricper._ech oy Interniet

Moderation of Comments

The blog is currently set up only allow to comments from registered (Sabre) users so you can ignore
this feature. If we did allow comments, the moderation queue is used to review user comments
before they get published.

Moderation Queue

1. Name: socrates | E-mail: gdesler@egusd.net | IP; 68.166.37.78 | Date: April 2, 2006

Purposeful blogaing is hard to pin down.

Edit | View Post | Delete just this comment | Bulk a.ctlunﬁppmw C Spam T Delete T Defer until later

Moderate Comments »




Adding Images to Your Blog

The first step to adding an image is to browse to and upload the image to your blog. From the Write
Post or Write Page panel, scroll down below the post area until you see the area for uploading
images. Click the Browse button and navigate to wherever you have saved the image(s) you wish
to upload. You may put a title for your image or leave this line blank.

Wrrite Post

Title

Elk Grove Teachers Lead the Way with Purposeful Blogging
Past

B J &S| i EESR 2= e i)

Elk Grove teachers are experimenting with blogs as a tool for ...

Prathe

Save and Continue Editing Save

Upload |
File: |I3 \Docurnends and Eeﬂur& Browse.. ’
Title: [pauitroy m—
Description:

Upload

When you click on the Upload button, the image appears in the image bin.

uolod (R | Browsa All After your image has been uploaded to the bin, click on it and
you'll see the options shown to the left. Basically, you can
choose to insert the Original full-size image or a Thumbnail
of the image. You can link the image to a larger version. To
use the Send to Editor option, place your cursor where you
would like the image to appear and click on the Send to
Editor link — or just drag and drop the image into your post.

— e
Using Original |
Not Link ed
send 10 editor
Delete

Close Options
[ ol




Formatting Images

To re-position your picture, click on the tree icon and select an alignment option. The typical
alignment is either left or right. If you need to re-size the image, just select it and drag on one of the
corner handles.

Wirite Post

Write Post

Title

Elk Grove Teachers Lead the Way with Purposeful Blogging

Fost
B Z#a|iZ|= K| EES wizl g e @

A Insert /edit image -- Web Page Dialog x|

Insert/edit image

Image URL: -hup:ffclldrlcptn.edublovs.o-rw'ﬁle.:

Elk Grove teach

Irmage description:  |paultray

Path pr n.g Alignrment == Mokt sat == - &
..
pnd Continue Editing Save

Middle

. — 1.
|http:jjelectricpsn.adub | g T« x4Top
Abrolute Middle
Abrolute Bottom
Left

Upload Brcrwse] Erowse all

Right

Note: To add multiple images to the
same post, click on Upload and
browse to the next image. Do not
delete the other image(s).




