INSTRUCTIONS FOR CREATING FACULTY SHOWCASES:

Getting Ready:
A. Have written materials and images ready to go in advance and "pop" them in.
B. Build as you go. MERLOT automatically saves your work as you go along.

Using MERLOT:
1. Open Web Browser
2. Navigate to www.merlot.org
3. Login in MERLOT (upper left-hand corner) You must be a MERLOT member to use CB
4. Navigate to “My Content Builder” Under "your name menu" in upper right corner 
5. Content Builder Page opens.
· "My Sites" are sites you have already worked with.
· Templates are found under "My Collaboration Sites."
5. Scroll down to My Collaboration Sites and find a template branded for your institution.
· If one is not there, you may wish to select the "HBCU Faculty Showcase" 
generic template.
6. Select the template you would like to use as a starting point. 
· Click on the three dots next to the edit button ... and choose to "duplicate".
7. A copy of the templated site appears on the page under "My Sites".
· Click "edit" button on this new copy of the template to begin.
8. Using the hints provided, modify this template, and tell the story of your OER adoption.
· To edit text, highlight and enter new text.
· To add a link, Highlight the text on which you want to add a link, and click on the link item in the tool bar. Then enter the web address for link.
· To add a photo, place your cursor in a content area and click the photo icon.
· To change a photo, click on the placeholder image and click the replace option (two arrows) in upper left of toolbar, click and drag an image from your computer into the box, or click and navigate and select the image you want to use.
· You can move content boxes around by clicking the arrows at the top left of each box.
· You can delete unnecessary content boxes by clicking the trash can icon in the top left of each box.
9. Click the preview icon (top right just above the template” to see how the showcase will look to the public (the preview opens in a new browser window.)
10. When you click to exit the Content Builder Design Center you are back at the “My Sites” page. To make your new page viewable by the public, click on the 3 dots (…) on the right of the page icon and select “make public”. 
11. To find the unique address of your new page at MERLOT, click on the “View” button. The new page appears in a browser window, and you can copy the address from the address bar. Share this with you colleagues and/or anyone you would like to see your new page.



