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How to create a Blogs@Baruch Website (5 steps)

Username Password

1.Visit https://blogs.baruch.cuny.edu/ 

2. Login using your main Baruch Library username and   password

3. Click on "Create New Site" 

4. Fill out the required information

a. Determine what you want your domain name to be. This cannot be changed later. 

1. For example, if you want your site to be a general blog, you can type in your

domain as blogs@baruch.cuny.edu/thoughtsbyname

2. This can be as general or as specific as you would like.

b. Next, think of your Site Title. This can be changed later, so don't feel like it is set in

stone. 

1. To continue the example above, you can have your site title be "Thoughts by

Name" 

c. Next, you can choose who gets to view your site. If you are creating this website for

a class, we recommend sticking with the first option; "Allow search engines to index

this site"
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https://blogs.baruch.cuny.edu/


thoughtsbyname

Thoughts by Name

5. Move onto the Metadata section and fill out the required information

a. For Roles, make sure to click "Student" 
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c. Lastly, use the next dropdown menu to choose your major. 

b. Next determine what kind of site you are planning to make. Check with your
professor if you are unsure, but "Class Website" should be a good option. 
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How to Customize your website (11 steps)

1.Once you create your site, go back to the https://blogs.baruch.cuny.edu/  homepage and

click on "My Sites"

2. Then, click on "Visit Site" next to your site name
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4. As of right now, this is what your site looks like. If you would like to customize the theme,

click "Customize," which can be found at the top bar. Then click "Change," as shown

below. For the purposes of this guide, we have kept the default theme: Blogs@Baruch

2016

3. Next, you will see the basic layout of your website. 

a. This is the automatic template that Blogs@Baruch sites come with, but this can be

changed. 

b. At this point in time, you should see examples of posts and comments. 

c. Please note that the site is entirely customizable.
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5. If you were to choose a different theme, the visuals of the website would look different

but the menu options would stay the same. Below, you can see the Dara theme. 

6. After you pick a theme that you like, it is time to create the pages of your website. To get

to the Dashboard, go to your site and hover over your site name at the top black bar. Then

click "Dashboard."
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7. Welcome to your Dashboard. This is where it all happens. For the purposes of this

guidebook, we will be creating a website with one static page and one "live" page that is

updated with each new post. The live page will act as your home page.

 First, click on "Settings," which can be found in the left-side column.
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8. To make things easier for later, let's switch to the newer "Block Editor." First click

"Settings" on the lefthand column, then click writing. 



9. Then, make sure the settings on your screen look like the ones below. 

We recommendWe recommend
using the blockusing the block

editor.editor.
  

The classic editorThe classic editor
will becomewill become

obsolete startingobsolete starting
Fall 2021.Fall 2021.

*Important Note**Important Note*
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10. Under Reading, you will have the choice to make your homepage display (AKA landing

page)as your latest post or as a static page. Unless your professor stipulates otherwise,

this choice is personal and it is up to you. The rest of the Reading Settings can be left as

is.

11. If you choose A static page you will have the option to pick a page of your website as

your Home page or Posts page 
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How to add a static page to your website (6 steps)

1.First, click on "Pages." You can delete the sample page. 

2. Then click "Add New" at the top left 
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3. First, we will be creating a static page. For our purposes, we made this an "About Me"

page, but you can make this your home page, or anything else you'd like. 

a. Write in your title and the content you would like to see on your page. It should look

something like this. 

4. To add a photo to this page, click the blue plus sign in the top left corner, and click, or

search, "image." 
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5. If you would like to enable comments on this page:

a. Click away from any text/images on the page. Click on the margins, for example. 

b. Then click the "settings" icon in the top right and scroll down until you see

"Discussion" 

c. Allow comments. This will allow people to comment on this page. 

*If you would like to edit your comments settings further, go to

Dashboard>Settings>Discussion

a.

b.

c.

6. Once you feel you are done with this page, click "Publish." You can then view your page. 
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How to add a live page to your website (8 steps)
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2. Then click "Add New" at the top left 

1. Next, let's work on the live page. First, go back to your dashboard, and click "Pages."

3. Once you create a new page, you can title it something like "Homepage." This will be the

page where all of your posts will be seen (Live Page). 

 



4. Now here is where you can get creative. You can add a heading, an image, a video, or

really anything else. First, let's add a heading. 

a. Click on the black plus button 

b. Then either click on or search for, "Heading." The title is up to you unless specified

by your Professor. 

a.

b.
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5. Next, you will want to add a "Latest Posts" block so that all of your posts update to this
page. 

a. Underneath your heading, click the black plus.
b. Search "Latest Posts." Then, add it to your page. 

a.

b.
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6. Next, you will see the block settings on the right side. Edit the "Latest Posts" block

settings as shown below. 

Note: Don't worry about the advanced
settings, you can leave those alone. 



7. Your page should now look like this:

"Heading" Block

"Latest Posts" Block

8. Currently, the sample post will show up, so next, we will work on creating and adding a

post to this page. First, publish your page by clicking the "Publish" button in the top right

corner. 
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1. Next, go to your dashboard and click "Posts."

2. Check the box next to "Hello World" and click "Trash" underneath it. It will appear once

you hover over the post. 

3. Next, click "Add New" in the top left. 

How to add posts to your website (8 steps)
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5. You can type directly on this post, or copy and paste from a separate document. It

should look something like this. 

4. This will be your first blog post. You can be as creative as you'd like with your Post

name. If this is for a class assignment, perhaps put the name of the assignment as the

post title. 
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6. Now, we will add a featured image. 

a. Click away from any selected blocks by clicking on the margin. 

b. Then, click on the black "Settings" box in the top right corner. 

c. Scroll down until you see "Featured Image" and click on the drop-down arrow next

to it. 

d. Upload your desired image for this post 

a.a.

b.

c.

d.
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7. Next, click on the drop-down arrow next to "Discussion" and make sure that comments

are enabled. This way, you can get feedback from your professor and classmates.

8. Once you are done, click "Publish" in the top right corner. 
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How to add pages to your menu (6 steps)

1. Now, we have to make sure that both pages will appear on your website menu. 

a. First, go to your dashboard, click "Appearance."

b. Next, click on "Menus."

c. Then, next to "Menu Name," put in a name such as "Top Menu."

d. Click "Create Menu"

c.

a.

b.

d.
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3. Lastly, under menu settings, make sure the "Primary Menu" option is clicked, and then

click "Save Menu."

2. Then, on the left side, click the boxes next to both of your page names. When you are

done, click "Add to Menu." 
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4. Your website is now complete. Visit it on the front end to make sure everything is in its

place. If you changed the theme, the layout may be a little different If you did not change

the theme, it should look something like this. 

5. As you can see, your home page is the live page, updated with the latest post. Any

recent posts and comments can also be seen in the right column. At the blue bar, you can

see your primary menu. This is where you can add any additional pages. 

6. Congratulations! You have finished creating your very own website. Once you get the

hang of it, the possibilities are endless! 
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