Creating Your Selected Works Page:

A Step-by-Step Guide

A Selected Works page has already been established for you for your convenience. Just follow the steps below which will walk you through logging in to your page for the first time and changing your password so that only you will be able to access and make changes to your page.

Note: Your page has been associated with your journalism e-mail account (name@journalism.cuny.edu), so whenever you are asked for your e-mail address you must use your j-school e-mail address.
Logging In to Your Account for the first time: 
Go to the site, http://works.bepress.com and click on the My Account  tab
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On the next screen enter your j-school email address and use the initial password “author”. Then click on the Log In button.
[image: image2.png]SelectedWorks

My Account

New User? Create a FREE account

Existing User? Please log in here.

EMAIL ADDRESS:

Forget your password?

ORemember me nex time

New Email Address?




Once you are logged in, click on Edit Profile and change your password!
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Enter your new password and then click on the Update button and then click on the My Account tab. Do not change your e-mail or your institutional affiliation.
To being building your page, click on Edit My Site.
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Edit My Site:
Your site’s main page can begin with an introduction about you and your work. 
Click Edit My Intro Paragraph to add your optional introduction. No formatting (HTML or otherwise) is permitted in the introductory paragraph. 
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Type your introductory paragraph in the box provided.  Once complete, click Save Changes to view your introductory paragraph in the Edit My Site page. 
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Categorize My Writings:

If you would like to organize your stories/publications by category (i.e., media format, genre, subject, etc.) you can do so by using the categorize my writings option.

Click on Categorize My Writings
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You may categorize and display your stories on your homepage by subject headings or by document types. Most likely you will want to use subject headings to organize your stories/publications as shown in the example below:
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You may add new subject headings by clicking New Row and entering a new heading in the box provided. Delete any unwanted subject headings by clicking the corresponding Delete button or edit a subject heading by modifying the heading in place. 
Once you type it in the subject headings, it will look similar to this: 
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@ Organize my homepage by subject headings
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*Whether you decide to organize your page by subject headings or document types, type in document types in the boxes provided.  This prevents uploading issues later.

When you are done identifying your subject headings, be sure to click on the Save Changes button at the bottom of the screen.
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Uploading Content:

To upload content to your selected works page, click on the Upload Content button on your selected works home page.
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On the next screen you will be asked to fill in information about your story/publication. You will need to complete the form to upload a new document to your page.

Note: Whether you opted to organize your publications by subject heading or document type, you will always be asked to choose your “document type” from the pull down menu when uploading content.

In the Publication field, you need to indicate in what publication your story appeared or was published (e.g., NYCity News Service, New York Times, Daily News, etc.)
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If you arranged your writings by Subject headings, choose it from the options provided
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So that your potential audience can find your stories easily, be sure to enter Keywords and an Abstract into the boxes provided.  You can also choose the format of the abstract from the drop down menu. 
Now you are ready to upload your article. Choose either to upload a file or add a link to your article depending on its format.
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Once you are done, click on the Upload button.
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Once you have successfully uploaded an article, it will look similar to this:
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Edit About Me:

The Edit About Me allows you to upload a photo, resume/CV and other background information about yourself. This will provide your potential employer or audience with a little more information about your interests, experience and affiliations.

To complete this section, click on the Edit About Me  button
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On the following screen, enter as much information as you want to share with your readers. 
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Note: Your resume is required to be in PDF format to upload.
Be sure to click on Save Changes once you are done.
Once this section is complete, your selected page will look similar to this:
[image: image19.png]® | Edit My Intro Paragraph

1am a freelance writer and multimedia journalist from Oakland, Calif. | moved to New York last year
to pursue my passion for journalism and...

B | Categorize MyWritings

We leave it up to you to decide how to organize your Selected Works.

E- | Upload Content

Upload an article, book, book contribution, popular press, unpublished paper, presentation or other
document here.

®, | Collect bepress Content

Search all bepress' Journals, series and repositories for papers that may belong to you.

[ Edit FARC Rebels Accused of Killing Indigenous Peasants , Lotina.com (2009)

[ Edit My Journey to Washington D.C. , WABC-TV Eyelitness News, New York, NY (2009)

mo Snatch & Grab , Brooklyn Heights Courier (2009)

[ Edit  Latin American Leaders Meet to Discuss Increasing Violence in the Region ,
Lotina.com (2009)

Edit My Photo

‘Maya Pope-Chappell

Gty University of New York Graduate

School of Journalism

= Freelance Writer and Multimedia
Journalist





Add Relevant Links:
This option allows you to share some of your favorite websites (like the J-School Research Center page!) with others, to edit this section, click the Edit Links button.  
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On the next screen, type in a descriptive label/title and enter the URL as shown in the example. If you need to add additional rows, click on the New Row button. When you are done, click on the Save Changes button. The links will appear in the side bar of your site
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When you’ve finished updating or editing your site, click on the Update Site button to make your changes visible to the public.
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Promote Your Work:
To promote yourself and your work, be sure to set up automated mailings, which will send messages about new content to interested parties such as your colleagues and potential employers.
To start this feature, click on the Mailings button in the menu bar.
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You may add people to your mailing list, or they may sign up themselves via the Join My Mailing List form on your site. Via the Mailing List page, you have the tools to manage the subscribers list and compose and send your own e-mail messages as desired.
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Note: Before you send out your e-mail messages, be sure to Invite/remove Subscribers by clicking on the Go button and entering the e-mail addresses as indicated on the screen shot below. 
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After typing your message, click on the Send Invitations button. If you need to remove subscribers, enter their e-mail address and click on the Remove button. 

[image: image26.png]INVITATION E-MAIL

@ The following e-mail will be sent to those who
You wish to invite to join your mailinglst.

Dear colleague,

I currently have a SelectedWorks site to
‘showcase my research. Please join my
mailing list, 5o | can share new research with
you.

Thanks,
Maya J. Pope-Chappell

Remove an address hes

@ To unsubscrive someone, enter their email
‘adress here and clck Remove.





When you are finished with your site Log out:

To log out of your selected works page when you are finished updating or editing your site remember to first update your site by clicking on the Update Site button, so that your changes are visible to the public. Next, click on My Account
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Then click on the Log Out button. 
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In the publication field you need to indicate in what publication your story appeared (e.g., NYCity News Service, New York Times, Daily News, etc.)
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