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1. Accessing the Handbook

To access the Staff Handbook, go to http://medhandbook.st-andrews.ac.uk/ . On this page
scroll down to the ‘Administration block’ and click ‘log in". This will take you to the
Wordpress login page (shown lower-right). Enter the provided login details.
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2. Dashboard

The Dashboard is used to add and edit posts, upload media, create or maintain users and
add extra functionality to the Handbook site.

It's primary function in the migration will be to add the articles from the previous version of
the handbook. To navigate in the Dashboard the menu on the left hand side of the screen is

used. (This can be collapsed using the option at the bottom to allow for more space in the
main screen).

To add a new post in the handbook, click ‘Posts’, this will take you to a list of all posts added
by you so far, then ‘Add New'.
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Alternatively, you can hover over ‘Posts’ and choose ‘Add New’ from the pop-up menu, or
click/hover over ‘“+New’ at the top of the screen and choose ‘Post’
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1. Enter a title for the post
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2. Enter the text of the post. Images can be inserted or
a PDF can be embedded depending on what kind of

3. Choose a Category and sub-category for the post. If
appropriate, more than of each can be chosen.

4. Enter an ‘Excerpt below. This should be a short
summary of the post and will appear as a preview.

Word count: 0

Excerpt

Publish
Save Draft

Preview

9 status: Draft Edit

@ Visibility: Public Edit

il Publish immediately Edit

Move to Trash Publish i

8. Finally from the top right
corner of the screen you
can choose to ‘Save Draft, k-

e optional hand-crafted summaries of your content that ¢
Ir theme. Learn more about manual excerpts.

ut for this specific Post only

t Layout Set in Theme Settings

7 Nosidebar, Full
Width
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Move to Trash

Categories

All Categories  Most Used

[Z] Learning Technology
[ Data Protection
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[F] Research and PG
[ Eethics
[[] Good Lab Practice
[ MRes
[ MsSc Health Psychology -

] »

Tags

Add

Separate tags w¢ commas

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
same tags.

No Sidebar, One
Column

7' Left sidebar

' Right sidebar

‘Preview the post, or
‘Publish it.

Member Access

6. An alternative view for the post can be chosen here. Unless otherwise
decided, you will choose ‘No sidebar, full width'.

@ Honor the defaulNgos

7 lgnore the dsfault settings and make this post visible only to members

7. Under ‘Member Access' you will choose whether a post will be
visible to those who aren’t logged in. Always choose the appropriate

of the two first options.

n
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4. The Text Editor

Posts are created in the Handbook using the text editor. This will be used whether you are

typing a post in full or using it to link to or embed an existing PDF or Word document.

Most of the functionality within the editor will be familiar through use of many Office

applications (eg, Bold, Justify, etc) however a few are unique to Wordpress or web-based
functionality. Those that will be used are explained below.

1. 'Blockquote’-Thisis used to separate text from the rest of the document, primarily
quotes but also can be used for version control identifiers at the bottom of a post. An

example of how this appears is shown

2. ‘Insert/Edit LinK & ‘Remove LinK — These are used to add or remove hyperlinks on text
in a post. This would likely be used when linking to a page on the University website, or
to include a link to an email address. As is shown below, there is also the option to

easily link to another post within the handbook.
"Toolbar toggle — This shows or hides the second row of formatting options
"Text Formatting — Thisis used to choose a pre-defined style for the textina post.

H W

‘Heading 2’ will be used for titles/headings within the post and ‘paragraph’ for the

body text.

i Add Media

:
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Paragraph
Address

Heading 1
Heading 2
Heading 3

Heading 4
Heading 5

HEADING 6

Word count: 0

Row

Column

Visual Text
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« Papers in to the secretary 3 working days before (Friday afiernoon).

« Final agenda and papers circulated 2 working days before (Monday lunchtime).

1 Each module should be represented but there is no requirement for both controlier
2 These should be student elected. The student body should elect representatives to

academic year.

dem10 15/02/2013

Insert/edit link
Enter the destingtion URL

URL  http://www.st-andrews.ac.uk/library/

Title | University L\braryi

[ open link in a new window/tab
Or link to existing content &

Search

No search term specified. Showing recent items.
(no title)

Teaching Methods

Site Map

Policy on Provision and Support of Computers
The Building

IT Management Structure

Cancel

- Add Link




5. Posting a PDF

Many documents will be required to be added to the handbook as a PDF file. This may be a
form that can be printed and filled in, or a large document that is better suited to existing as
a fixed document.

A PDF, once uploaded to the handbook can be presented either as a link (which would then
download or open the PDF) or ‘inline’, displayed within the post where it can be navigated
or downloaded as required.

The following demonstrates how to upload a PDF into the handbook then how to display it
‘inline’ or to link to it directly.

1. Click ‘Add Media’
= _ 2. Click ‘'UploadFiles'
3 Addd Media 3.  File can be Drag and Dropped’ or

browsed using ‘Select files;
4. Oncethefileisuploaded, Copythe
direct link to the file and close the pop
up window
— — ---i— W S i
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Insert Media Insert Media

Create Gallery Upload Files  Media Library

Set Featured Image

Insert from URL

PTrCion | [ —  S———— — N = — T e

|§:_} Add New Post « School of Medicine Han.‘.l I ‘

| € @ medhandbook st-andrews.ac.uk/wp-admin/post-new.php & B - upstracking Pl B 36 ¥ @ -

Insert Media Insert Media

Create Gallery Upload Files ~ Media Library

Set Featured Image

All media items
ATTACHMENT DETAILS

- 010_01_05_03.pdf
Insert from URL e Ll p
Mat
= elete Permanently
s iss
standards-

Title  010_01.05_03

Insertinto post

ATTACHMENT DISPLAY S|

LinkTo  Media File

| http://medhandbook.st-and ‘

Ctrl+C ]




5. Posting a PDF

Now the PDF has been uploaded and you have the link copied you can now embed the file

orlinktoitdirect.

Embedding

Add New Post

How to Add a PDF to the Handbook
Permalink: hitp://medhandbook.st-andrews.ac.uk/?p=1866 | View Post
0 Add Media

B I = £ £ ¢ — =
Paragraph + U = A v

> iy 5 ]

The document below describes how to embed a document within a post so that it can be viewed 'inline'

[pdf height = 200]http://medhandbook st-andrews ac_ukiwp-content/uploads/2014/04/001_01_03_01. pdf[/pdf]

Visual = Text

School of Medicine Handbook

How to Add a PDF to the Handbook

s et 2 et et e vewed e

Insert some introduction text rather than having the post
display only the PDF. It allows you to provide some context
to the purpose of the document.

To have the PDF displayed within the post, you will use
‘tags’. Immediately in front of and behind the link to the PDF,
use [pdf] & [/pdf].

In the example above, it can be seen that a ‘modifier’ has
been added inside the first tag— Height=800. Thisis to allow
for a longer window in which the pdf will be displayed. This
would be an appropriate value to choose for most portrait
orientated documents. Examples of various heights are
shown on the right hand side.

Linking

To link to the PDF, type the
text you wish to have as the
link, highlightit and click the
‘Insert/edit link button.

Insert/edit link x
Enter the destingtion URL

URL http://www.st-andrews.ac.uk/library/

Title | University Library|

[¥] Open link in a new window/tab

Or link to existing content &

Search

No search term specified. Shewing recent items. ‘L This Wi ll give the box Shown to
S .7 | the left. Paste the link to the

_ | PDFinthe ‘URL box. Give the

R =] link atitle and click the box to
" | ‘Open link in a new window/tab'

Policy on Provision and Support of Computers

The Building

Cancel

How to Add a PDF to the Handbook

o Gcmertt s 8w o rcamerd i o 0 Pl

[pdf height=100]

School of Medicine Handbook

How to Add a PDF to the Handbook

[pdf height=800]




6. Inserting a Table

Certain posts may have a table of information within them. If choosing to add the post as
text as opposed to uploading/linking to a PDF, the table will need to be inside the post.
Rather than trying to copy/paste the table it is usually easier creating it from scratch.

The options within the ‘Table’ menu are explained below.

—

© 1. ‘Insert tablé (left) allows you
to choose how many rows and

columns you want
2. 'Table Properties’(below)
allows the width, height
Delete table border and cell spacing &
padding to be changed. In

HH Insert table Py

Table properties —Q

Cell : e most cases these do not need
i b modified
Eﬂlumn\" Table properties x
width |D Height
Cell spacing Cell padding
Border Caption
Alignment v

-

Table cell properties

Merge table cells Insert row before

Insert row after

Split table cell

Delete row

Table row properties

3. ‘Cell’ @bove)
a. ‘Table Cell Properties
performs the same Insert column before
functions as detailed in

Cut table row

Copy table row

‘Table Properties’ only Insert column after Paste table row before
for the selected cell. Delete column Paste table row after
b. ‘Merge Table Cells
merges together the The functions within the menus for ‘Row’ and
‘hlghllghted cells ‘Column’ above are all self explanatory/ These
c. ‘Split Table Cells splits Functions will perform on the row or column of

previously merged cells the selected cell which has the cursorinit.



7. Inserting an Image

Inserting an image into a post starts similarly to adding a PDF. Firstly the image required
needs to be uploaded to the Handbook. From the Add Post screen, click ‘Add Media’ then
“Drag & Drop” the images required or use the browser to select them.

Insert Media Insert Media .
B I # = = ¢ — = Create Gallery Upload Files  Media Library
Set Featured Image
* Al mediatems[] ATTACHMENT DETAILS
— —~ i AR chart.jpg
Paragraph - Q = -&. = ﬂl InsertfromURL | | ts-stu dents. pdf ts-staff.pdf Gy
L 7]

Diagram- of-Computers.p

= o N
students_Occup students_profes
ational- sionalism_good-
Health_BBV- academic-
advice.pdf practice.pdf

ATTACHMENT DISPLAY SETTINGS

Alignment  None |+

LinkTa  Media File E|

-ac.ukiwp-content/uploads/]

Size | Medium -300 < 148 E\

1 selected
Clear

With the image highlighted, there are fields and options on the right-hand side to use. Title,
Caption, Alt Text and Description do not require anything to be added at this stage.

There are three drop-down menus underneath ‘Attachment Display Settings’ that could be
used depending on requirements:

« Alignment - None/Left/Right/Centre —This determines how the image will be aligned.
This will only be noticeable if the image is narrower than the screen width.

« Link To’- Media File/Attachment Page/Custom URL/None—-Thisis used to specify the
behaviourif a user clicks on the image. Media File is the default and is the one that
should be used in most cases. This will allow the user to see the image at full size. If
Custom URL is chosen, the desired URL can be entered into the box underneath.

o Size’— Thumbnail/Mediumy/Large/Full Size— Depending on the original size of the image
not all these options will be displayed. Unless there is a specific reason to choose
otherwise, always select ‘Full Size . This will allow the user the best view possible. The
image will be resized to fit within the postifitis too wide.

Finally when all options are chosen, click ‘/nsert into post.



8. Replacing Media

Occasionally when a policy is updated, if the handbook is linking or embedding a PDF
document stored on Wordpress, this file will have to be updated.

The dashboard allows a function to replace any files. All posts that link to this file will have
the link updated automatically.

A MySites @ School of Medicine Handbook B8 4+ New Medicine Handbook
Dashboard Dashboard @ Dashboard Dashboard
Home
At a Glance At a Glance
A 47 posts W 10 Pages A 47 posts B 10 Pages
F Posts WordPress 3.9.1 running Travelify theme. WordPress 3.9.1 running Travelify theme.
11 Media
|® Pages Activity
¥ Comments Recently Published Comments

Floor Plans Floor Plans

May 12th, 11:47 am

Profile ofile

# Tools

May 7th, 3:42 pm
May 13th, 8:38 am

May 8th, 3:30 pm

Security Policies
Safety Policy

Appointments

Security Policies
Safety Policy

Appointments

May 13th, 8:46 am Research Lab Safety Research Lab Safety

1. InDashboard, go to ‘Media’then click on ‘Library’
2. From here find the document you wish to replace, hover overit and click ‘Replace
Media’

A Mysites @ School of Medicine Handbook 8

= Screen Options Help
@ Dashboard

Media Library add new

Search Media

A Posts All(60) | Images(21) | Unattached (7
ﬂ.] Media Bulk Actions E| Apply All dates B Filter 60 items 1 |of3 3 N
Eibrary ] File & Author Uploadedto B Date
Add New ] 010_01_05_03 author How to a add a 2014/05/
PDF PDF, 07
B Pages 2014/05/07
_ Edit Delete Permanently View Replace media
¥ comments {b
E 2010-04-15-handbook admin Students, 2014/04/
& Profile l“i ii . PG 2014/04/25 25
0 2011-05-25-handbook admin Learning 2014/04/
B PG Technology. 25
- — 2014/04/25

=+ New Howdy, author e (S




8. Replacing Media

3. Onthe Replace Media Upload screen click ‘Browse' to find the new, replacement

document.

4. Find the document on your PC and select it from the file browser window
5. The new document name will be show in the screen as highlighted below

Replace Media Upload

I NOTE: You are about to replace the media file "010_01_05_03.pdf". There is no undo. Think about it!

Choose a file to upload from your computer

[Mcted.

@ File Upload

Select media replacement type:

& Downloads o T

i:i Recent Places

00104 01 01
5=

{ H = & » MedicineIT » Downloads Search Downloads o |
Organize = Mew folder =« [ @
' W 2 Name Date modified Type
| B Desktop 02/05/2014 12:43 Adobe .ﬂcchI

14/05/2014 02:20 Windows In

Replace Media Upload

i MOTE: You are about to reg#ice the media file "0

Choose a file to uploa

001_04 01 01.pdf

Select media replacement type:

0m your computer

@) Just replace the file

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.
The second option is the one to choose.

7. Once the second optionis selected click ‘Upload'.

© Replace the file, use new file name and update all links

Mote: This option requires you to upload a file of the same type (application/pdf) os the one you are replacing. The nome of the ottachment
will stay the same (010 01_05_03.pdf) no matter what the file you upload is cafled.

Note: If you check this option, the name and type of the file you are about to upload will replace the old file. All links pointing to the current
@fe {010_07_05 03.pdf) will be updated to point to the new file name.

Please note that if you uplood a new image, only embeds/links of the original size image will be replaced in your posts.

Upload ancel

8. Finally, an ‘Edit Media’
screen is presented to add
or alter the caption and
description. These can be
left blank at this stage.

Edit Media add new

| Media attachment updated.

001_04_01 01
Permalink: http://medhandbook.st-andrews.ac.uk/Zattachment_id=1820

View Attachment Page Get Shortlink

Caption

Description

b || i || link || b-quote | dal || ins img || -ul || ol li code

dose tags

SCreen upuens HEIp

Save

fii] Uploaded on: May 7, 2014 @ 14:44

File URL:
http://medhandbook.st-andrews.ac.ul

File name: 001_04_01_01.pdf
File type: PDF
File size: 9 kB

[iill Revised: May 14, 2014 8:31 am

Delete Permanently




9. Demonstration Post Exercise

Organisation UG Teaching Researchand PG UG Students Information Technology Infrastructure

Demo Post - Gary

& author @ June 10,2014 W Uncategorized

How to add a post

It's important that the correct style of text is chosen for each section within the post. ‘Heading 2' is chosen for the tities of each section with a post
and ‘paragraph’ for the body text.

Images

When adding images it's important that they remain full size. If they are smaller than a normal browsers width, they can be centered. By default,
images link to their full size version, however this can be changed to link to any desired URL. The image below links to the home page of the
handbook.

St Andrews University logo

PDFs

PDFs can either be embedded or linked to directly. If chosing to link to anything, the browser behavior should be set to ‘open in a new window or
tab'. The PDF embedded below is also linked underneath.

Automatic Zoom

University of St Andrews - School of Medicine Handbook
ROUTINE ACCESS FOR PG STUDENTS

1. Term Time. This policy refers to ‘term time' which, for these purposes, means:

a.  From the Wednesday of Orientation Week until the last exam day before Christmas. =

Link to PDF here

Tables
A table may be required depending on the data that requires to be entered. A common use of tables is contact information as in the example
below
Name Email address Telephone number
Linda Kirkcaldy Ik1@st-andrews.ac uk 1234
Mary Ainsworth kri6@st-andrews ac uk 5678
Sarah Cameron sac28@st-andrews ac.uk 5555
Karen Ross kri6@st-andrews ac.uk 9999
Email Links

In order to have an email address as a live hyperlink, you have to use the add/edit link function and for the URL enter ‘mailto:abc@email.com’

Quotes or footers can be done using the ‘Blockqupte’ function. Useful for version history

gjgb 10/06/14
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