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Toaccess the Staff Handbook, goto http://medhandbook.st-andrews.ac.uk/ . On thispage
scroll downto the ‘Administrationblock’and click‘log in’.Thiswilltake you to the
Wordpress loginpage (shown lower-right).Enter the providedlogindetails.

1. Accessing the Handbook

http://medhandbook.st-andrews.ac.uk/


TheDashboard isused to addandeditposts, uploadmedia,create or maintainusers and
addextra functionalityto the Handbook site.

It’s primaryfunctioninthe migrationwillbe to addthe articlesfromthe previousversionof
the handbook.Tonavigateinthe Dashboard the menuon the left handsideof the screen is
used. (Thiscan be collapsed usingthe optionatthe bottom to allowfor morespace inthe
mainscreen).

Toadd anew post inthe handbook, click‘Posts’, thiswilltake you to alistof allposts added
by you so far, then ‘AddNew’.

2. Dashboard

Alternatively,you canhover over ‘Posts’ andchoose ‘Add New’ fromthe pop-upmenu,or
click/hoverover ‘+New’ at the top of the screen andchoose ‘Post’



1.Enter atitle forthepost

3. Adding a New Post

2. Enter the text of the post. Images can be inserted or
a PDF can be embedded depending on what kind of
post it is.

3. Choose a Category and sub-category for the post. If
appropriate, morethan ofeachcanbechosen.

4. Enter an ‘Excerpt’ below. This should be a short
summaryofthepost andwillappear asapreview.

5. ‘Tags’ will be used to help the
document be found when using search.
It also can link similar types of
documents together if they have the
sametags.

6. An alternative view for the post can be chosen here. Unless otherwise
decided, youwillchoose ‘Nosidebar, fullwidth’.

7. Under ‘Member Access’ you will choose whether a post will be
visible to thosewhoaren’t loggedin. Alwayschoosethe appropriate
ofthetwo firstoptions.

8.Finallyfrom the topright
corner of the screen you
can choose to ‘Save Draft’,
‘Preview’ the post, or
‘Publish’ it.
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4. The Text Editor
Posts are created inthe Handbook usingthe text editor. Thiswillbe used whether you are
typingapost infull or usingitto linkto orembedanexistingPDF or Worddocument.

Most ofthe functionalitywithinthe editorwillbe familiarthroughuse of manyOffice
applications(eg, Bold, Justify,etc) however afew are uniqueto Wordpress or web-based
functionality.Those that willbe used are explainedbelow.

1. ‘Blockquote’ – Thisisused to separate text fromthe rest of the document,primarily
quotes but alsocan be used for versioncontrol identifiersatthe bottomof apost. An
exampleofhow thisappears isshown

2. ‘Insert/Edit Link’ & ‘Remove Link’ – These are used toadd orremovehyperlinkson text
inapost. Thiswouldlikelybe used when linkingto apage on the Universitywebsite, or
to includealinkto anemailaddress.As isshown below, there isalsothe optionto
easily linktoanother post withinthe handbook.

3. ‘Toolbar toggle’ – Thisshows or hidesthe second row offormattingoptions
4. ‘Text Formatting’ – Thisisused to choose a pre-defined style for the text inapost.

‘Heading 2’willbe used for titles/headingswithinthe post and ‘paragraph’forthe
body text.



5. Posting a PDF
Many documentswillbe required to be added tothe handbookas aPDF file.Thismaybe a
formthat canbe printedandfilledin,or alarge documentthat isbetter suited to existingas
afixeddocument.

APDF, once uploaded to the handbookcan be presented either asalink(whichwouldthen
downloador open the PDF) or ‘inline’,displayedwithinthe post where itcan be navigated
or downloaded asrequired.

Thefollowingdemonstrates howto uploadaPDF intothe handbookthen howto display it
‘inline’orto linkto itdirectly.

1. Click‘AddMedia’
2. Click‘Upload Files’
3. Filecan be Drag and Dropped’ or

browsed using‘Select files;
4. Once the file isuploaded, Copy the

direct linkto the fileandclose the pop
upwindow

Ctrl+C



5. Posting a PDF
Now the PDF hasbeen uploaded andyou havethe linkcopied you can nowembedthe file
or linkto itdirect.

Embedding

Insert someintroductiontext rather thanhavingthe post
displayonlythe PDF. It allowsyou toprovidesomecontext
to the purpose of the document.
Tohavethe PDF displayed withinthe post, you willuse
‘tags’. Immediatelyinfront of andbehindthe linkto the PDF,
use [pdf] & [/pdf].

In the exampleabove, itcan be seen thata ‘modifier’has
been added insidethe firsttag– height=800. Thisisto allow
for alonger windowinwhichthe pdf willbe displayed. This
wouldbe anappropriatevalueto choose formostportrait
orientated documents. Examplesof variousheightsare
shown onthe righthand side.

[pdf]

[pdf height=100]

[pdf height=800]

Linking

Tolinktothe PDF, type the
text you wishto haveas the
link,highlightitandclickthe
‘Insert/edit link’ button.

Thiswillgivethe boxshown to
the left. Paste the linkto the
PDF inthe ‘URL’ box. Givethe
linkatitleand clickthe boxto
‘Open link in anew window/tab’



Certainposts mayhaveatable of informationwithinthem. If choosingto addthe post as
text as opposed to uploading/linkingto aPDF, the table willneed tobe insidethe post.
Rather thantryingto copy/paste the table it isusually easier creatingitfromscratch.

Theoptionswithinthe ‘Table’menuare explainedbelow.

6. Inserting a Table

1. ‘Insert table’ (left) allowsyou
to choose how manyrows and
columnsyou want

2. ‘Table Properties’ (below)
allowsthe width,height
border andcell spacing&
paddingto be changed. In
mostcases these donot need
modified

3. ‘Cell’ (above)
a. ‘Table Cell Properties’

performsthe same
functionsas detailedin
‘TableProperties’ only
for the selected cell.

b. ‘Merge TableCells’
mergestogether the
highlightedcells

c. ‘Split TableCells’ splits
previouslymergedcells

Thefunctions withinthe menusfor ‘Row’and
‘Column’aboveare allself explanatory/ These
functionswillperform onthe rowor columnof
the selected cell whichhas the cursor init.



Inserting animageintoapost starts similarlytoaddingaPDF. Firstlythe imagerequired
needs to be uploaded to the Handbook. Fromthe AddPost screen, click ‘AddMedia’ then
“Drag & Drop” the imagesrequired or use the browser to select them.

7. Inserting an Image

Withthe imagehighlighted,there are fieldsand optionson the right-handside touse. Title,
Caption, Alt Text andDescription donot require anythingtobe added at thisstage.

There are three drop-down menusunderneath ‘AttachmentDisplaySettings’ that couldbe
used depending onrequirements:
• ‘Alignment ‘– None/Left/Right/Centre – Thisdetermineshow the imagewillbe aligned.

Thiswillonly be noticeable ifthe imageisnarrower than the screen width.
• ‘Link To’ - Media File/Attachment Page/Custom URL/None – Thisisused tospecify the

behaviourifauser clickson the image.Media Fileisthe default andisthe one that
should be used inmostcases. Thiswillallowthe user tosee the imageatfull size. If
CustomURLischosen, the desired URLcan be entered intothe boxunderneath.

• ‘Size’ – Thumbnail/Medium/Large/Full Size – Depending onthe originalsizeofthe image
not all these optionswillbe displayed. Unless there isaspecificreason to choose
otherwise, always select ‘Full Size’. Thiswillallowthe user the best viewpossible. The
imagewillbe resized tofitwithinthe post if it istoo wide.

Finallywhen alloptionsare chosen, click‘Insert into post’.



Occasionallywhen apolicy isupdated, ifthe handbookis linkingorembeddingaPDF
documentstored onWordpress, thisfilewillhaveto be updated.

Thedashboard allowsafunctionto replace any files. Allposts that linkto thisfilewillhave
the linkupdated automatically.

8. Replacing Media

1. In Dashboard, goto ‘Media’ then clickon‘Library’
2. Fromhere findthe documentyou wishto replace, hoverover itand click‘Replace

Media’



8. Replacing Media
3. Onthe Replace Media Uploadscreen click‘Browse’ to findthe new, replacement

document.
4. Findthe documenton your PCandselect itfromthe filebrowser window
5. Thenew documentnamewillbe show inthe screen as highlightedbelow

6. There are two options available to determine the
behaviour of the replacement file. The first adopts the
name of the file to be replaced, the second keeps it’s file
name and updates the links in all posts it is linked from.
Thesecond optionisthe one tochoose.

7. Once the second optionisselected click‘Upload’.

8. Finally,an‘EditMedia’
screen ispresented to add
or alter the captionand
description.These can be
left blankatthisstage.



- Gary

9. Demonstration Post Exercise
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