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ePortfolio guide #3: Creating pages

Creating pages

Pages are an easy way to publish content that you want to be displayed by itself and do not plan to
update regularly (unlike posts, for example, which are often displayed in groups). Just like a page
on any website, each page you create will have a stable URL (e.g., sites.vmi.edu/hamiltonmt/
creating-pages), and you can direct readers to it with a hyperlink or by adding the page to your
main navigation menu (for more information on organizing pages using your menu, see
“ePortfolio Guide #6: Creating menus”).

You might uses pages to:

1. Build a static front page: if you want your front page to always display the same content (a
welcome message, for example), create a new page, fill in the content you want on your front
page, and set it as your front page using the Customize tool within Appearance in your
Dashboard (for more information, see “ePortfolio Guide #2: Setting up front page”).

2. Create an “about me” page: if you want to include a bio, explain the contents of your ePort-
folio, or publish similarly stable content, navigate to your Dashboard., create a page, and add it
to your menu

3. Build a professional portfolio: if you want to use your ePortfolio as a professional portfolio
with work organized thematically or by type (rather than in reverse chronological order), create
a page for each artifact you want to showcase, and organize these pages using the “Menu” tool
(for more information about menus, see “ePortfolio Guide #6: Creating menus”).

To create a page:

1. Login at http://sites.vmi.edu and navigate to your Dashboard.

2. Hover over Pages and click Add New. \

3. Add a title for the page.

Add New Page

4. Click the Add Media button to add an im- ||

age or a link to a document or other
media file. \
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5. Use this toolbar to format the text as you / P 18

would in an email or word processing program.
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6. Compose the text of your page here.

Path: p
Word count: 0
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Publish 7. To save your page without publishing it, click

Save Draft.
Save Draft <—— Preview <——

? Status: Draft Edit 8. 'To delete it, click Move to Trash.
& \isibility: Public Edit

9. To preview how the page will look, click Pre-
view.
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10. To publish it, click Publish.

Managing and editing pages
The Pages tool also allows you to view, edit, and delete pages from your ePortfolio.
To manage and edit pages you have already created:

1. Login at sites.vmi.edu and navigate to your Dashboard.

2. Hover over Pages and click All Pages.

3. Here you can view all of your pages in alphabetical order and
details including how many pages you have created, published,
drafted, and deleted.

4. Hover over the title of a page and Pages addnew

ChOOSC one Of the OPtiOl’lS that pop up All (47) | Published (46) | Draft(1) | Trash (37)
to Edit Quick Edit Trash or VieW Bulk Actions % | Apply Show all dates &  Filter
? ’ > Title Author [ ] Date Lock Status
a page.
p g About Me Marcus 2014/07/14  Unlocked
Hamilton Published
. . . Adding content Marcus 2014/09/20  Unlocked
5. You can also edit a page by navigating coit GuickEdt Trash  View Hamilton Published
to it in your ePortfolio (rather than
your Dashboard) and clicking Edit Page in the top toolbar.
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