Instructor: OIT Training
l I e Email: oit-training@duke.edu
http://www.oit.duke.edu/training

OIT TRAINING

Sites@Duke

Overview

Sites@Duke (powered by WordPress) is an innovative, easy-to-use platform for
creating your own website or blog. You may choose to use Sites@Duke for any
number of reasons including a professional portfolio, personal site, a course or
project site or a student organization website. Go to sites.duke.edu to connect with
your Duke NetID and password.

Logging In

* Tologin, direct your browser to http://sites.duke.edu
o Click “login” in the top-left corner, below the Duke logo
o You will be greeted with this screen:

Members of the Duke Community:
To login with your Duke NetlID: X
Click Here Do not enter your Duke NetID into the
Username/Password prompt. Instead,
Non-Duke users, please use the box below to log in. fOHOW the llnk to login Wlth your Duke
NetID
Username
Password
Register | Lost your password?

* This will take you to your Dashboard:
o Here, you can create posts and manage your space
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Using the Dashboard
} Dashboard SomenOpiionsly \iclo

Wl
Home
My Sttes Right Now QuickPress
Akismet Stats
Content Discussion
Posts
& 1 Post 1 Comment =
. ) Add Media
(5 Media 1 Page 1 Approved
Pages 1 Category O Pending
Comments 0 Tags O Spam 4
[E5) Appearance Theme Twenty Ten with 6 Widgets
£ Plugins Visible only to users added to this blog Visible only to users added to this blog Save Draft Reset m
& Users
'[6 Tools Akismet blocks spam from getting to your blog. Recent Drafts
There's nothing in your spam queue at the moment.
Setiings There are no dratfts at the moment
Recent Comments
WordPress Blog
From Mr WordPress on Hello world! #
Hi, this is a comment.To delete a comment, just log in and view the post's comments. WordPress 3.6 Beta 1 April 4, 2013
There you will have ... WordPress 3.6 Beta 1 is now available! This is software still in development and we really don't
recommend that you run it on a production site — set up a test site just to play with the new
version. To test WordPress 3.6, try the WordPress Beta Tester plugin (you'll want “bleeding edge
All | Pending (0) | Approved | Spam (0) | Trash (0) nightlies”). Or you can download the beta here (zip). We've [...]
WordPress 3.5.1 Maintenance and Security Release Jan
Incoming Links WordPress 3.5.1 is now available. Version 3.5.1 is the first maintenance release of 3.5, fixing 37
bugs. Itis also a security release for all previous WordPress versions. For a full list of changes,
This dashboard widget queries Google Blog Search so that when another blog links 1o your site It consult the list of ickets and the changelog, which include: Editor: Prevent certain HTML elements
will show up here. It has found no incoming links... yet. It's okay — there is no rush. from being unexpectedly removed or modified in rare [...]

Creating a New Site

* Ifyou are creating a site for personal use, navigate to the My Sites button on
the sidebar and then click Create a New Site
o You will be prompted to pick a site name and title
o OIT sees the site names as they come in. Sites that use profanity or
misrepresent the university will be deleted.

{3} Dashboard

T\ Subsites

Current Subsites

s Posts
Media
Pages

@ Comments Subsite Options (®)Iwould like registered authors of this site to be able to create subsites

Subsite Preferences

— ) lwould like only Admins of this site to be able to create subsites
D) Appearance Disable new subsites - does not remove existing subsites

£ Plugins

&, Users Update Preferences
T ... ...

Available Tools

Import Site Address sites.duke.edu/adhoc_pps144s_test_<your path here >
Export

Only the characters a-z and 0-9 recommended.
Subsites

Site Title

All current site administrators will be added to a new subsite as admins. All current site users (including Duke Groups) will have access to the new subsite.

I Add Subsite l

* If you are creating a subsite as a part of a class, when you navigate to
Subsites under Tools. You will need to enter a site address and a title for
your subsite then press the Add Subsite button
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Create a Post

* To create a post, press the + New and Post button in the black toolbar at the
top

@) MySites Jenny's Site@Duke @@

#i Dashboard .
75 Dashboar
Home Media
My Sites Right Now Page
Akismet Stats U
Content aer i

s Add New Post

(3) Add Media Visual| [ Tex

B I w = « == = BEY-BEB

Path: p
Word count: 0

* From here, you can type text, insert pictures, and add video that you want to
post to the blog

o Text is entered as you would in any other program. There are a
variety of styling options (e.g. bold, italic, quoted text) available to you
in the toolbar

o In order to add images, you must click the Add Media button and use
the uploader that pops up to add your pictures, videos, and music

o TIP: You can even drag and drop media files from your computer to
upload

s+ Add New Post

Add Media

Visual  Text

B I e = i=
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|
<
4
&
&
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* TIP: don’t use a huge picture, or else it might get cut off when you publish the
post

* You can create a link by highlighting a word or phrase that you want
to link, then pressing the Hyperlink button

&)

Media Library

* Your Media Library acts as a repository for all of the files that you have
uploaded. From here, you can insert and modify any image, video, or music
file that you have uploaded in the previous step

* You can access the media library most conveniently by clicking to insert
media into a post

o That will open a dialogue box, allowing you to add pictures and other
media to your library or choose from the items already there

Insert Media Insert Media x

Create Gallery Upload Files  Media Library
Set Featured Image

nsert from URL.

Drop files anywhere to upload

Select Files

Insertinto post

* Once you have pictures in your library, you can insert
them into posts or pages Media
*  You may also access the media library by clicking on
the Media dropdown menu on the left-hand side of
your screen and choosing Library or Add New
Post Creation Tips
*  While writing your post, remember to Save Draft often to avoid data loss
* Don’t forget to spell check
* Remember that multiple posts will be displayed on a single page; anybody
with a slower internet connection will appreciate if you avoid unnecessary
images and other graphics
Categorizing Posts
e After you finish, you can tag your post and categorize it. Tagging and
categorizing are tools used to organize sites; they make your post easier to
find
o Tags are used to “tag” a post with keywords from the post to make it
possible to search for the post using those keywords

Library
Add New
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o Categories are broader terms, usually encompassing a group of
related posts

o For example, if your post is your grandmother’s secret brownie
recipe, then the tags could be “brownie”, “walnut”, “cinnamon”,
“KitchenAid”, while the category would be “baking” or “dessert”

Creating and Editing Pages

* A Page differs from a post in that it is separate from the homepage and is
intended to be more permanent
o Whereas all of your posts will show up on one page, in the order
that they were created, each page will be viewed separately
o Ifyou have a lot of pictures or graphics, placing them in a separate
page can help those with slower internet connections

Create a Page

* To create a page, click on the Pages dropdown menu
on the left-hand side of the screen and choose Add Pages
New Pages

o This will bring up a screen very similar to that Add New

of a new post
* You can then edit your page in exactly the same fashion as you would
posts
Organizing Pages
* The easiest way to manage pages is to click on the Pages dropdown menu

on the left-hand size of the screen and choose Pages —
o This will bring up a screen showing all of ages

your pages for that Sites@Duke site Pages

Add New

* Hover your mouse over the page you wish to
categorize and click Quick Edit

[[] — Subcategory 1 | Parent Page: Main Page
Edit |[JQuick Edit | Trash | View

* In the resulting view, you can change such things as the title, author, date,
etc. You can also set the page’s Parent
e If the parent is set, the page will appear below that parent in the
hierarchy
o It is possible to have any number of categories and levels of
categorization to your pages
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Pﬂges Add New

[F] Auxillary Page

[C] Book Page

[F] Knight's Page

[C] Main Page

[[] — Subcategory 1 | Parent Page: Main Page

[[] — Subcategory 2 | Parent Page: Main Page

QUICK EDIT

Title Subsubcategory

Slug subsubcategory

Date Jan [¥] 19, 2011 @ 15 : 56

Author  par24@duke.edu[¥]

Password -0R- [0 private

All (7) | Published (7) | Trash
Bulk Actions El Apply Show all dates El
[ Title

Parent
Order

Template

Allow (Subcategory 1

Main Page (no parent) [ v |
Main Page (no parent)
Auxillary Page

Book Page

Knight's Page

Main Page

Subcategory 2

Status Published =
Publishing
* Under Visibility, you can set password ol
protection on the post or page Save Draft Preview

* Private mode means that only you can
see the post/page, and only when you are

logged in

OIT Training - Sites@Duke

Status: Draft Edit

I Visibility: Public

(s) Public

(] Stick this post to the front page
(_)Password protected

() Private

OK |Cancel

[i1] Publish immediately Edit

Move to Trash

=1
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Appearance

Themes
* Sites@Duke has a number of different themes available for your
blogs

* To choose a theme, click on the Appearance dropdown menu
on the left-hand side of your screen and choose Themes
*  You can then choose from 60 ready-to-use Sites@Duke themes
for your site
o TIP: Themes don’t just differ in aesthetics; some also
have different features, such as sidebar menus,
customizable headers, and different content layouts.

Keep the requirements of your site in mind as you
choose a theme

Widgets & Sidebars

Es] Appearance

Themes

Widgets
Menus

Custom CSS
Theme Options
Header

Background

You may want to include items in your sidebar which, depending on your theme,
generally appears to the right or left of your main content. By adding different
“widgets,” you can add links, search boxes, navigational elements and more to your

site.

WordPress 101

Shawn Miller

i} Dashboard

27 Widgets

5 Posts

¢ Links
Archives Calendar Title

Categories

[] Pages

A morhly archive of your blog's posts A calendar of your blog's posts
) Comments

¥ Show as dropdown

Screen Optioas +  Help

Available Widgets L..., V*V_I.q_g/?.t:
9 Media Drag widgets from here to a sidebar on the right to activate them. Drag widgets back here to deactivate them
and delete their settings. Categories

Themes

Widgets

Categories

A list or dropdown of categories

Links

Links

List blogs

List blogs

Pages

Your blog's WordPress Pages

Content License ™ Show post counts

) Show hierarchy
Content License

Delete | Close

List Authors

A list of WordPress authors and their eta
respective RSS feeds,

= dragjand|dropithe widgetinto

L njout, admin, feed and WordPress - I . . -
v positioninthe;sidebar
Recent Comments

The most recent comments

Turb
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Plugins

* Sites@Duke also has a large number of plugins available for use
* To activate or deactivate plugins, click on Plugins on the left-hand side of

your screen

o This will bring up a list of plugins that can be activated
o TIP: Not all plugins work with all themes, so be sure to test them out
before making your site live

] Plugin

"] AddToAny: Share/Bookmark/Email Button

] Admin Commenters Comments Count

] Akismet

Activate
] Categories to Tags Converter Importer
Activate

] Category Posts Widget

Activate

Description

Help people share, bookmark, and email your posts & pages
Version .9.9.7 | By AddToAny | Visit plugin site

Displays a count of each commenter's total number of comm
Version 1.1.1 | By Scott Reilly | Visit plugin site

Akismet checks your comments against the Akismet web ser]
akismet_counter(); ?> in your template. See also: WP Stat

Version 2.4.0 | By Automattic | Visit plugin site
Convert existing categories to tags or tags to categories, sel
Version 0.5 | By wordpressdotorg | Visit plugin site

Adds a widget that can display posts from a single category.

Version 3.1 | By James Lao | Visit plugin site

Changing Site Settings

General

* The General Settings tab allows you to change some of the
most basic parts of the website, such as the title
o To change the title of your site, simply delete the current
title and type in a new one
o The Tagline of the site is a motto or sound bite
description that, depending on your theme, may appear

just below the title

o The Date Format, Time Format, and Week Starts On
sections allow you to change the way your site displays

dates and times

*  When you are done, be sure to click on Save Changes to update

the live site

Writing

General
Writing
Reading
Discussion
Media

Permalinks

AddToAny

™ Secure WP

Google Analytics

* The Writing Settings tab allows you to determine how written content is
submitted. This tab is largely for your benefit rather than your viewers
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o Changing the size of the post box determines how large the editing
pane is for newly-submitted posts

o The Default Post and Link categories allow you to save time by
automatically placing newly-created posts and links into certain

categories
Reading

* The Reading Settings tab allows you to determine how written content is

displayed on your site

17| Reading Settings

Front page displays

Blog pages show at most

Syndication feeds show the most
recent

For each article in a feed, show

@ Your latest posts
A static page (select below)
Frontpage: — Select —

Posts page:  — Select —

10 (3 posts

10 7 items

(&) Full text
Summary

Site Visibility

(O Allow search engines to index this site

() Discourage search engines from indexing this site

Note: Neither of these options blocks access to your site — itis up to search engines to honor your request.

() I would like my blog to be visible only to registered users of Duke WordPress Sites
(Olwould like my blog to be visible only to registered users | add to "Jenny's Site@Duke"
(O)1would like "Jenny's Site@Duke" to be visible only to Admins.

=

OIT Training - Sites@Duke

o You can either display a Static Front Page or your latest posts on
your main page, the first page people will see when they access your
site

o Setting your Posts Page also determines in which page your blog

posts appear. Generally, you will want this to be a blank page created

specifically for the purpose of displaying posts

o You can also change the number of blog posts or syndication feeds
shown on a single page. Keeping this number low can help people
with slower internet connections

o You can also choose to show either the full text of articles or a short
summary on your feeds

o Privacy and Access

= To determine who can see, interact with, and modify your site,

navigate to the Appearances tab and click on Reading

= There are several options for the level of privacy that you want

on your site

* For a class, you most likely want the third level of
privacy, the default setting is “visible only to registered

members that I add”
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* If you want to give anyone with a Duke NetID access
then you may choose the option to make your site
“visible only to registered members of Duke
Sites@Duke sites”

* This will ensure that everyone in your group can access
the site but avoid visitors from the “general public”,
including spambots

= The default privacy setting of your site is determined by how
your site was created.

Discussion
* The Discussion Settings tab primarily deals with administration of
comments and blog discussions. Most of the settings here are irrelevant
unless you intend to make your blogs public, but a few may prove useful
o Ifyou expect there to be a large number of comments on your site, it is
recommended that you uncheck “E-mail me whenever anyone posts a
comment”
o Ifyou wish to allow avatars, the Avatar section allows you to
determine what they will look like, what avatars are available, etc
Media
* The Media Settings tab allows you to determine how non-written content,
such as images, videos, and audio files, is displayed on your site
o Setting the Thumbnail Size allows you to determine the size of the
smallest types of images, and whether they will retain their
proportions (width/height ratio) or be cropped to a set size
o Setting Medium and Large Size allows you to determine the size of
larger images

Using the Site View
Visiting the Site
* To see what your site will look like to others, click on the Site Name in the
upper left-hand corner of the screen
* Depending on your theme, you may see a different site layout
o In general, you should be able to navigate between pages either at the
top of the page in tabs, or on a sidebar menu
o Themes may also display archives, categories of posts, header images,
and more
Adding Comments
*  You can comment on posts at the bottom of the page under Leave a Reply
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o Depending on your Discussion settings, you may have to log in to
leave comments. Comments may not even be enabled

as par24@duke.edu. Logout »

*  When your comment is finished, click Submit Comment
*  Once a comment is placed, you can click (edit) to edit your comment
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Additional Resources

lyndaCampus

lynda.com is an online software training library. All Duke
students, faculty, and staff can access this resource with their
Duke NetID.

http://training.oit.duke.edu/lynda

Learn IT online anytime.

lynda.com

CONNECT NOW!

OIT Multimedia Project Studio (MPS)
Need a specialized computer lab with hardware and software to
@ edit graphics, develop a website, edit a video or integrate

s audio/video into a project? The MPS Labs on East and West

campus have all that plus knowledgeable staff to help get you
started and keep you going on your project. For location & staffing
information for the MPS, visit http://www.oit.duke.edu/mps or
email mpslab@duke.edu

Sites@Duke Website

The Sites@Duke website itself also has great information, including help with
troubleshooting errors in your sites:

http://sites.duke.edu/
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