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A blog on Blogger is very quick and easy to set up. You can be up and running within a couple of minutes. It is owned by Google and all blogs are hosted on blogspot.com. By default your blog’s URL will be yourblogname.blogspot.com but you can use a domain name that you already own or buy one via Google. 
You will need a Google account to set up your blog. You can use an existing account - it can be any type of account such as Googlemail, Reader, Alerts – or set up a new one just for blogging. Google will guide you through the process.
Important: the notes that follow are using the Old Interface. A separate fact sheet covers the new interface. Some of you will be able to choose which interface to use, others will not. It all depends on what software and browser versions are on your computer and on whether certain features and technologies are blocked on your network.
Setting up your blog

1. Go to http://www.blogger.com/ and sign in using your Google user name and password. 

2. When prompted type in what you would like as your display name and agree to Blogger’s Terms and Conditions. 


3. On the next screen give your blog a name. This will appear at the top of your blog as the main title. 


4. Type on what you would like your blog address to be. This will be the part that appears before blogspot.com. Blogger will check availability and suggest alternatives if it is already in use. Once you have settled on the address complete the word verification. 


5. On the next screen, choose a template for your blog. You can always change it later and customise it. 
6. Then you can start posting or customise your blog.


Settings
Once your blog is set up, check your settings. Most can be left as the default but it is worth checking that they are what you want. Log in to your blog and you should be taken to your ‘dashboard’:
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Click on the ‘Settings’ link and you will be taken to the Basic tab of Settings:
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Basic Here you can change the title of your blog and add a description. At the top of this page are the options for exporting your blog – useful as a backup of your content – and for deleting your blog should you no longer want to keep it.

Publishing This is where you can use your own domain for your blog instead of blogspot.com. You can buy one via Google or use one you have already bought. Google provides detailed instructions on how to do this at http://www.google.com/support/blogger/bin/static.py?page=ts.cs&ts=1233381
Formatting On this page you can change the number of posts that are displayed on your main page, the date format, timestamp format, time zone and language.

Comments Here you can choose whether or not to allow comments and who can comment. If you are going to allow comments make sure that moderation is set to Always. Blogger has an excellent spam detection system but some still gets through and you should always check that comments are not defamatory or libellous. Decide whether or not you want to enable word verification for comments. Although this stops automated spam programs it does not stop a determined spammer and it also irritates those who are making genuine comments. 
Archiving Decide how often you want your posts archived: daily, weekly or monthly. These will appear as headings in your sidebar, for example February.  
Site Feed The settings in this section can be left as the defaults unless you are using another feed service such as Feedburner.
Email & Mobile Make sure Show Mobile Template is set to Yes. This converts your blog to a mobile friendly version, which is increasingly important as more people use smart phones to access the web. 
Open ID This can be left alone at this stage.
Permissions This page has options for authorising other people as authors on your blog. You can also change and restrict who can see your blog. The default is for your blog to be totally public.
Design
Page elements Add, edit or remove ‘gadgets’ from your blog pages. Gadgets contain content such as a search box, archive links, links to your blog RSS feed, list of related blogs and sites. Add a new one by clicking on ‘Add a gadget’ and drag and drop from the list that appears on screen. Change the order of your gadgets by dragging and dropping them to the required position. To remove a gadget click on Edit and then the Remove button.
Template Designer Change the colours, background, widths and layout of your blog
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Rearrange your gadgets by dragging them to dotted sections in the preview below.
Go to Design > Page Elements in Blogger to add, remove or edit gadgets.




Comments

This section is where you can review all published comments and quickly remove them if necessary, process those awaiting moderation and check spam comments for any false positives. 

Monetise
This takes you through the procedure for setting up and installing Adsense on your blog.

Stats

This section shows you how many visitors you have had to your blog, their country of origin, how they found you, search keywords that led to people visiting your blog, most popular articles, and the browsers and operating systems used by your visitors.

Backing up and exporting your blog

If the content on your blog is really important to you BACK IT UP! Some or all of your articles could be lost for a variety of reasons. Even a simple upgrade to the blogging platform can result in lost posts. It happened to many Blogger blogs recently (Blogger down and posts lost : Hugh Thompson's Digital Home  http://www.digitalhome.ca/2011/05/blogger-down-and-posts-lost/)
The backup/export option is under the Settings. Basic and at the top of the page under Blog Tools.

Deleting your blog

To delete your Blogger blog, go to Settings, Basic and at the top of the page select the Delete Blog option. Make sure you really mean it because once it has gone that is it!
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