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Manual Create Blog 
 

Log in 
Via the following link you will get to the login page: https://www.maastrichtuniversity.nl/user   
 

 
 

1. You do not logon via the available fields, go to the red underlined link to ‘Federation 
Services’ 

2. Hereafter you get a login screen where you logon with your UM Credentials. 

Startscreen 
 

1. The available menu-options. Click on Content -> You get into the Content overview: 
 
 

 

https://www.maastrichtuniversity.nl/user


Content Overview 
 

 

Blog overview 
 
When you wish an overview of all the blogs:  
  

1. Select the Type 
2. Choose Blog 
3. Press Apply 

 



Create Blog 
 
You can create a Blog via 2 options: 
 

1. Via the startscreen: 
 

 
1. Content 
2. Add Content 
3. Blog 

2. Via the Content overview: 
 

 
 

1. Press the button Add Content  
 

 

 

 

 

 

 

 

 



Create Blog 
Create Blog is divided in 4 menu parts: 

Create Blog – Content 
 

 
 

 
1. Menu option Content.  
2. Title – Give the blogarticle a title 
3. Publication date – Date of publication of the article 
4. Language – English or Dutch. When you create an article via the English site, than the default 

language will be English. When it needs to be a Dutch article, you cannot select Dutch, you 
need to switch to the Dutch site. 

5. Featured image – This picture will be visible in the list of all Blogs, but also in the article.  



Create Blog – Introduction 
 

 
 

1. Menu option Introduction. 
2. Introduction – Introblock of the blog article. This text is bold and should provide the article a 

short introduction. 

 

Create Blog – Paragraphs 
 
 

 



 
1. Menuoption Paragraphs 
2. Paragraphs  - Add a Paragraph Type:  

 
3. Paragraph title – Add a title to the Paragraph. 
4. Title Style – Choose a header style. 
5. Image – Upload an image. Because the paragraph example is tekst with image’, you can 

upload an image here!  
 

 
 

6. Content – Als je op Content klikt, opent een tekstveld, waar je je blogartikel schrijft. 
 



 
 

7. Style – Determine whether you prefer a dotted line below the article: 

 
 
 
 



Create Blog – Meta Data 
 

 
 

1. Menu-option Meta Data – Tools for better findability. 
2. Tags – Add tags which are related to the article.  

 

 
 

3. Blog group – Add the blog to a Blog group. 
 



 

Blog toevoegen aan Blog group 
BE AWARE: A Blog needs to be add to a blog group, otherwise there will be an error message: 
 

 
 
 
 



Blog ready! 
 
Your options will be visible at the bottom of your monitor:  
  

 
 

Draft or Published 
When you are finished you can decide to save as draft or published. It is recommended to save as a 
Draft first in order to give it a short overview first. If you are satisfied with the Blog you can save the 
draft then as published and the blog will be online.  
 

Blog example 
 

 
 

1. Blog title 
2. Featured image 
3. Introduction block text 
4. Paragraph title 
5. Paragraph ‘text with image’  
6. Tags 
7. Blog groups 



Change 
 
You can only change your own blog(s). In the overview of all the blogs in the last column Operations, 

there are the options : Edit and Delete   To change a blog, click Edit 
 

 

Delete 
 
You can only delete your own blog(s). In the overview of all the blogs in the last column Operations, 

there are the options : Edit and Delete   To delete a blog, click Delete 
 
When you click Delete you will get a message whether you are sure to delete the blog? 
 

 
 

 

 

 

 

 

 



 

FAQ 
 

 is it possible to create a Blog without adding it to a Blog group? 
 
No, it is not. There will be an error message when you created the blog and the blog cannot 
be used, changed or published. 
 

 
 

 How can I change a Blog without a blog group? 
 
Not, because this option is not available by operations when you created a blog without a 
bloggroup. You need to delete the blog and create a new one.  
 

 
 
Delete is actually also not available in the column Operations, but you can select the blog via 
the checkbox and choose an operation via the dropdown list. There you find the option 
delete. 

 
 

 

 
 

 



 
 


