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Creating New User Sites

To create a new user site you will need to log in to
digital space and go to NETWORK ADMIN - USERS

\ﬂ, &4 My Sites @' Music Performance and Production <*> 9 B 146

Network Admin > Dashboard
@

Sites

(¥ BSoA Digital Space b
Hor W g P

Users

@ Creative Media Production and Technology »

Click'Add New' under sites

Sites

All (658) | Public (654) | Archived (57) | Deleted (1)

Bulk actions v‘ Apply

Add student number for Site Address
Add student name for Site Title
Add student email address for Admin Email

Add New Site

Required fields are marked *

Site Address (URL) * digitalspace.bradfordcollege.ac.uk/ | 10194798

Only lowercase letters (a-z), numbers, and hyphens are allowed.

Site Title * student name
Site Language English (UK) v
Admin Email * 10194798@bradfordcollege.ac.uk

A new user will be created if the above email address is not in the database.
The username and a link to set the password will be mailed to this email address.




Creating New User Sites

You should now see 'Site added' click 'Edit Site'

Add New Site

Site added. Visit Dashboard or Edit Site

click 'Settings'

Edit Site: student name

Visit | Dashboard

Info Users Themes Settings

Scroll down and change

'Ping Status' to Closed
'Default Pingback' to O

and delete Ping Sites address

Default Ping Status closed
Default Pingback Flag 0
Ping Sites | http://rpc.pingomatic.com/

Then Save Changes at the bottom of the page



Creating New User Sites

click 'Dashboard'

Edit Site: student name

Visit | Dashboard

click "Appearance' then 'Themes'

A Posts
09 Media Themes o Search installed themes...
N Pages e
¥ Comments et —
" hat  EEEH
)& Appearance 1: a blog about phil -
Aas  Aal Come Sail Away with Me
Themes e dividually, we an o Fo—
Editor (beta =
K¢ Plugins
& Users
Get daily
# Tools reflections

[ Settings

[® Droit Dark Mode

Active: Twenty Twenty-Three Customise

Twenty Sixteen

click "Activate' on the Twenty Sixteen theme

Twenty Sixteen

Theme Details




Creating New User Sites

click "Appearance' and then '"Menus'

X Appearance

Themes
Customise
Widgets
Menus

Background

Name the Menu '"Main Nav'
Tick all the boxes below and save menu

Menu structure

Menu Name | Main nav

Give your menu a name, then click Create Menu.

Menu Settings

Auto add pages f} Automatically add new top-level pages to this menu

Display location (v] Primary menu

[_: Social links menu

click 'Appearance' and then '"Widgets'

X Appearance

Themes

Customise

Header

Background



Creating New User Sites

click the add button

Widgets

in the search bar type Meta and click on the image
below

Widgets

Click 'Update’

e ] -

This creates a link to Log in/out on the student page

Meta

Site Admin
Log out
Entries feed

Comments feed

WordPress.org



Changing User Passwords

To change a user password you will need to log in to
digital space and go to NETWORK ADMIN - USERS

# Music Performance and Production < 9 ® 146

Network Admin . Dashboard
— o Sites
) BSoA Digital Space E

Users
@) Creative Media Production and Technology »

_ . Themes
{j@j} BA (Hons) Games and Graphics >

= - Plugins
@) Test Site ,

Then Search the student by their number

10194798 Q ” Search Users

= 617 items { 1 |of 31@

Click on the student number

() Username

D 10194798
Edit | Delete



Changing User Passwords

Click 'Set New Password'

You may need to tick 'Confirm use of weak password'

Type in a new password and click 'Update User'

Account Management

New Password Set New Password

newpassword ” % Hide [ Cancel I
Very weak |
Confirm Password v Confirm use of weak password
Password Reset Send Reset Link

Send Luke Mayo a link to reset their password. This will not change their password

Application Passwords

Application passwords allow authentication via non-interactive systems, such as XML-RPC or the REST API, without providir
used for traditional logins to your website.

MNew Application Password Name

Required to create an Application Password, but

not to update the user,

Add New Application Password

You can also use the'Send Reset Link' which sends
an email to the students email account to reset it
themselves.



Adding Content

To create a page, hover the mouse over 'New' and
click'Page' (Always use Pages not Posts)

% My Sites @B student name ," Customise

Create a page name by typing a title in, this can be
changed at anytime by editing the page

Project 1 - Task 1 Research ®

a

Then click 'Publish' to save the page

Save draft  Preview mn

Click the add button and search the type of content
to you want to add

q el 0O

Paragraph YouTube File

Please Note - Max upload is 10mb so you will need
to embed large files, e.g. videos files via YouTube



Organising Menus

As you add pages they will appear on the main page
as titles

student name

Project 1-Task 1 Research Project 1 - Task 3 - Practical Work Project 1- Task 4 — Evaluation

To organise these, hover on the website name, and
click "Menus'

,f'ﬂ My Sites @ student name

Dashboard
Themes
Widgets

Menus

The menu page enables you to organise the page layout

Menu structure
Menu Name | Main nav

Drag the items into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.

Bulk select
Project 1 Page ¥
Project 1 - Task 1 Research Page ¥
Project 1 - Task 3 - Practical Page ¥
Work
Project 1- Task 4 - Evaluation Page ¥
Project 1 - Task 2 - Planning Page ¥
Bulk select

Menu Settings
Auto add pages | Automatically add new top-level pages to this menu

Display location | Primary menu

v Social links menu

Delete Menu Save Menu



Organising Menus

Dragging pages underneath each other creates
submenus, the more layers the more menus.

The format below will create several subpages

Project 1 Page ¥
Project 1 — Task 1 Research sub Page
item
Project 1 = Task 2 = Planning Page ¥
sub item
Project 1 - Task 3 — Practical Page ¥

Work sub item

Project 1- Task 4 — Evaluation Page v
sub item

The format below will organise the pages by heading

Project 1 Page
Project 1 — Task 1 Research sub Page v
item
Project 1 = Task 2 = Planning Page ¥
sub item
Project 1 - Task 3 = Practical Page ¥

Work sub item

Project 1- Task 4 — Evaluation Page ¥
sub item

Click 'Save Menu' to save the layout



Organising Menus

This format below shows how you can layout pages
within subheadings

Project 1 Page ¥
Project 1 = Task 1 Research sub Page ~
item
Project 1 — Task 1 Research Page Page v
1 sub item
Project 1 — Task 1 Research - Page ~

Page 2 sub item

Project 1 — Task 1 Research- Page v
Page 3 sub item

Project 1 = Task 2 = Planning Page v
sub item
Project 1 - Task 3 - Practical Page ¥

Work sub item

Project 1- Task 4 — Evaluation Page ¥
sub item

Organise the menu so it is laid out best for your
students



