
SITE MANAGEMENT 

 HOW TO JOIN A SITE 

 HOW TO REQUEST AND CREATE A NEW SITE 

 HOW TO UPLOAD TO A SITE 

 HOW TO CREATE A WEB CONTENT PORTLET AND 
ADD WEB CONTENTS 

 

 



 

 

 

 

How to Join a Site 
(TOP) 



Go to “Sites” Page, go to “Luminis Site Composite” Portlet 
(TOP) 



On “Join Sites”, select the category of Sites you want to join: example; Academic 
(TOP) 



When you select the site you want to join, you will see a Guest message on the “Luminis Site Welcome” Portlet 
Click “Join” 

(TOP) 



Check mark “I have read and understood the school’s policy on site membership” 
Click “Submit” 

(TOP) 



 

 

 

Creating a New Group Site 

(formerly Group Studio) 
(TOP) 



Go to “Sites” Page and select “Create Luminis Site” Portlet.  
Input “Site Name”, “Site Title”, “Site Email ID”, “Site Category” 

(TOP) 



 
 

Select the following:  
“Public”, “Restricted” or “Hidden” 

Check mark “Sort membeship lists by last name” 
(TOP) 



Input “Guest Message Name”,  
Input “Guest Message Content” 

(TOP) 



Input ‘Member Message Name” 
Input “Member Message Content” 

(TOP) 



Create a Comment, like reason for creating this Site 
Check mark: “I have read and understood the site policy” 

(TOP) 



You will get a summary of your site(please review before submitting) 
Click “Create” 

(TOP) 



 

 

 

 

Uploading to a Group 
SITE 

 or Course SITE 
(TOP) 



On “Sites” Page, go to “My Sites” Portlet.  
Select the Site where you want to upload to 

(TOP)  



On “Documents and Media” Portlet, select the Folder(File,Photo,Video) you want to upload it to. 
Click Add, Basic Document 

(TOP) 



 
 
 
 
 
 
 
 
 
 
 
 
 

Select “Choose File”, select the file 
Click “open” 

(TOP) 
 



Input “Title”, “Description” 
Click “Publish” 

File will be uploaded 
(TOP) 



How to create  

“Web Content Display” 

Portlet and “Add Web Content” 
(You have to be a Site Administrator or Owner of the 

Site to create a Web Content Display) 
(TOP) 



Click Add, ‘Web Content Display’ 
(TOP) 



Once you Add a Web Content Display 
Click “Add Web Content” to add Contents 

(TOP) 



Input “Title” 
Input “Content” 

(TOP) 



For Text, type in the Text 
For a link, click the Link icon 

For an image, click the Image icon 
(TOP) 


