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CNMH Staff CampusPress User Guide 

Introduction 

CNMH students will be using CampusPress for their Personal and Professional Development Plan (PPDP). 

Tutors are required to ensure each of their students create their portfolio and join their class blog. This 

training manual will guide you through each step of the process and point you towards further help 

material. The manual also includes guidance for staff teaching on the degree apprenticeship, which has 

a different process. 
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Creating a class blog 

Go to: http://campuspress.uwl.ac.uk/ or click on CampusPress on the homepage of Blackboard. 

 

 

Note: if you cannot see ‘My Sites’, click on ‘Create site’. 

 

 

1.2 Go to ‘My 

Sites’, then Click 

on ‘Add New’ 

1.1 Log in with 

your IT account 
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1.3. This information is VERY IMPORTANT as it will be the unique 

identifier. We recommend this format for class blogs (only lowercase 

numbers and letters allowed, no spaces)  

Tutor class name  

e.g. https://campuspress.uwl.ac.uk/pt87 

This cannot be changed 

1.4 Insert your site title 

This can be changed at any time 

 

1.5. Select ‘Only registered users 

of this site can have access”. 

This can be changed at any time 
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1.6. Choose ‘Class blog template’  

1.7. Click ‘Create Site’. 

1.8. All of your sites can be accessed via 

your ‘My Sites’ area. Refresh your page 

you do not see your class blog in your list 

 

http://campuspress.uwl.ac.uk/teaching/how-to/learning-technology/campuspress/
https://www.uwl.ac.uk/blackboard-help-students/campuspress


5 
 

Staff help: http://campuspress.uwl.ac.uk/teaching/how-to/learning-technology/campuspress/ 
Student help: https://www.uwl.ac.uk/blackboard-help-students/campuspress 
 

 

Edit student joining instructions  

You are responsible for ensuring that your students join your class blog. If any of your students do not 

join you will not be able to see their portfolios. Instructions for you to send are available in the appendix 

this is also available as separate instructions on the teaching hub: 

http://campuspress.uwl.ac.uk/teaching/how-to/learning-technology/campuspress/. We advise that 

you edit step 3 in these instructions to include the name of your class blog so that these instructions are 

all the students need. 

 

 

Be a student – create a site 

This step will help you create your own PPDP to help you understand what is required of your 

students. These instructions are available on the student help site for you to direct your students to or 

download. 

 

1.1 Log on to http://campuspress.uwl.ac.uk/ with your IT Account and click on ‘My Sites’. 
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1.2. Click on 

‘Add New’ 

1.3. This information is VERY IMPORTANT as it will be the unique 

identifier, and cannot be changed. 

We recommend this format (lowercase)  

StudentIDppdp 

For example: 

https://campuspress.uwl.ac.uk/12325789ppdp 

 

1.4. Insert a title of your site 

This can be changed at any time 

1.5. Select site privacy 

‘Only registered users of this site 

can have access’ 

This can be changed at anytime 
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1.6 You must select the template that 

reads PPDP (College of Nursing, 

Midwifery and Healthcare) 

1.8. You will find your PPDP site, under your ‘My Sites’ you may need to 

refresh your page (press F5 on your keyboard) if you do not see it. Hover 

over your sites until you see the option ‘visit site’, then click. 

 

 

1.7. Click ‘create site’ 
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The first time your click on ‘Visit site’ the below window will appear. 

 

 

 

 

 

 

If your portfolio looks like this it means it has been successfully created! 

 

1.9 Click on the site title in the dashboard 
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Join your own class 

Now you have your own PPDP, follow the class blog instructions you created earlier. Remember there 

are downloadable copies available on the teaching hub CampusPress site for you to edit and also in the 

appendix of this document. 

Edit the portfolio  

This section has two tasks that will help you understand how you edit CampusPress, this will help 

when demonstrating the portfolio to you students. 

Task 1: Update your profile picture 

 

 

 

 

This photo is a placeholder, and 

should be changed 
1. Click on the ‘About me’ page 

2. Click on ‘Edit 

Page’ 
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3. Click on the photo 

4. This box will appear, click on pencil icon 

5. Click ‘Replace’ 
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6. Click ‘Upload files’ 

7. You can drag and drop 

images into this window. Or 

click ‘Select files’ 

8. Select your own profile picture 

and click ‘Open’ (you will need to 

download this to your computer 

beforehand) 
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9. Make sure the profile photo is 

selected, this is indicted with a 

blue tick 

10. Click replace 

11. You can change the 

size of the image by drag 

and dropping the corners 

12. Once you are happy 

with the changes, click 

‘Update’ 
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Task 2: Add a diary entry 

A blog function exists on the portfolio for students to add accounts, stories, reflections, images etc of 

their experiences whilst at work. Staff have the ability to leave comments on these diary/blog entries. 

 

 

 

 

 

1. Click on ‘personal blog’ 

at the bottom of your PPDP 

2. Click ‘+New’ and then 

‘Post’ 
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Posts/diary entries will populate in chronological order within your blog roll 

 

 

 

 

As a tutor you can post comments on your students’ 

posts/diary entries 

 

3. Add a title 

4. Add text entry, the editing tools are circled in red 

5. You can save as draft or ‘Publish’ when ready  
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CampusPress for apprentices  

There is a different process for obtaining CampusPress sites, known as individual learning plans (ILPs) 

for apprentices. It is essential for all apprentices at UWL to have an ILP. It is the responsibility of the 

course leaders or ASLT’s to ensure their students have a CampusPress ILP. 

The process: 

 

Steps for Staff: 

1. Download a copy of the degree apprenticeship information spreadsheet on the teaching hub 

2. Complete spreadsheet and return to expert-academy@uwl.ac.uk (7 day turnaround) 

3. Expert academy will send you a list of URL’s so you can have easy access to your students’ ILP’s 

5. Send students guidance available at: https://www.uwl.ac.uk/blackboard-help-

students/campuspress  

Students are responsible for sending the site address (urls) with the passwords created in the guidance 

to their employers. 

 

Course leader/ASLT to send 
ExPERT Academy completed 
excel spreadsheet

ExPERT Academy to create sites 
(7 day turnaround)

Course leader/ASLT to send 
students guidance. (students 
send urls to employers

ExPERT Academy to inform staff 
how they can access the sites

http://campuspress.uwl.ac.uk/teaching/how-to/learning-technology/campuspress/
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Appendix 

A. Edit student joining instructions (A downloadable copy is available on the teaching hub) 
    

Student instructions: Joining a class blog on CampusPress:  

Why join a class?  

It is important that you join the class associated with your course, so your lecturer can access and 

moderate your site. 

 

1. Locate the site you have created for assessment, it is important you use this site for work 

associated with this module. 

 

 

 

 

2. From the correct site go to ‘Dashboard’ go to ‘My Class’ and ‘Join a class’.  

 

 

 
 

Ensure you select the site you will 

be using for your work. 

 The name in this list will be 

whatever you chose when you set 

up your site.  

This can be changed at any time. 

The URL will be 

studentnumberappdp for example 

12325789ppdp, this can be checked 

by clicking on the site and checking 

the web address 

1. Hover over 

‘My Class’ 

2. Click ‘Join a class’ 
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3. Ensure you join the class which is attached to your cohort. The name of your class blog is  

(Staff member to insert Class blog name here) 

 

 

 

  

 

-----------------------------------------------END --------------------------------------------------- 

 

 

4. Click ‘Search’ 

5. Click  

‘Send request to join’ 

3. Search for the class blog 

associated with your cohort (See 

above for details). 
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