Website Training
Guide for Staff
Welcome to the General Website Training Guide. This tutorial will cover a brief
introduction to the Research Website for St. Michael’s Hospital, the Wordpress
backend, and general tasks including - how to edit content on pages, how to
add and edit researcher profile pages, how to add and edit news posts, and
how to add & edit events.

RESOURCES
*STOP* Before creating a new page, always connect and consult with the resources below.

Create/ Edit A Researcher Profile
To create a new researcher profile, or edit an existing profile, please contact the ORA at singhda@smh.ca

Create/ Edit A Lab Page
To create a new lab page, or edit an existing lab page, please contact the Web Coordinator, Zahra Abbas, at
Abbasz@smh.ca
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1 / Introduction to Wordpress
WordPress is an Open Source software system used by millions of people around the world to create beautiful
websites and blogs. It is completely customisable by the use of themes and plugins.
As well as being a fantastic blogging and content management system, one of the huge benefits is the wealth of
information and resources available. There is a great community of people behind the design & development of the
WordPress system itself. People from all over the world contribute their time, knowledge and skill to keeping
WordPress updated and secure. WordPress powers a staggering amount of websites. In fact, it powers over 24% of
the whole web!

Login
Before you can make any changes to your site, you will need to log in. The login for your site is found at the
following URL – http://stmichaelshospitalresearch.ca/wp-admin/

Dashboard
Once you’ve logged in, the WordPress Dashboard appears. This is your main administration panel. At the top left of
your Dashboard (and across every page) you will see the name of your site in the header area. In the screenshot
below the site name is Research at St. Michael’s Hospital. This is also hyperlinked to the site’s homepage. You will
also see the name of the person who is currently logged in (e.g. Ryan Felix). Move the cursor over your name to
reveal the Logout link as well as a link to edit your Profile. Always logout when you are finished a session.

2 / Researchers
Editing an Existing Researcher
1.

Select Researcher on the sidebar.

2.

Search researcher using Search Bar.

3.

Highlight & select Researcher name.

4.

Make changes to all highlighted areas (if applicable), and select Update to update information.

Creating a New Researcher
1.

Select Researcher on the sidebar

2.

Select Add New in the top section of the Dashboard

3.

Add all possible fields from sections below
Name
Full Name of Researcher
Biography
Biography of Researcher

Headshot
Photo of Researcher, 720px x 720px, in optimized JPG form
Designations
Shortform, separated by commas (ie. MD, FRCPC, FACC, FASE)
Job Title
Formal job title
Contact Links
Please add only what is applicable
1.

Email (add mailto: before email address - ie. mailto:email@domain.com)

2.

Phone

3.

Website

4.

Lab Link

5.

Twitter

6.

LinkedIn

Core Research Areas
Type in a Core Research Area & autofill settings will appear
Research Specialties
Type in a Research Specialty & autofill settings will appear
Research Programs
Type in a Research Programs & autofill settings will appear
Recent Publications
Insert PubMed ID name Here
Affiliations & Other Activities
List of Affiliations / Other Activities in bullet list format
4.

Select Publish to finish creating new researcher. When a new researcher is published, they will

automatically be displayed in the program team page corresponding to the research program (s) selected
for them in the template.

3 / Updating Website
Creating a News Post
1.

Select Posts on the sidebar of the Dashboard

2.

Select Add New button on the top of the Dashboard page

3.

For each news post, you will need the following content:
Title: title of post

Body Content: all content that will go into the news post, including images

Research Program: select the applicable research program (Important! Post will not show if missing)
Category: for most news, the category will be News. Only featured stories that will appear on the
homepage must be categorized as Stories

Feature Image: Select to be used as the thumbnail image, as well as the top image of each news post.
Please use a high resolution photo whenever possible.

4.

Select Publish to complete news post.

Adding a new Event
1.

Select Events on the sidebar in the Dashboard

2.

Select Add New Event button near the top of the page beside Events

3.

Add event content:
a.

Name

b. Event Description
c.

Event Details

d. Time & Date
e.
4.

Location

On the sidebar, locate the ‘Event Type Categories’ field and check the applicable research program. If the
event is not associated with a specific research program, you do not need to check any of the available
options.

5.

On the sidebar, locate the ‘Featured Image’ field and upload a hi-res featured image. This is an optional
field.

4 / Pages
After clicking on the Pages menu option you’ll be shown a list of Pages that your site contains. For the research at St.
Michael’s website, there are over 400 pages! Among the information displayed is the Page Title, the Author,
Number of Comments and either the Date Published or the Date the Page was Last Modified.
When hovering your cursor over each row, a few links will appear beneath the Page title.

● Edit – Will allow you to edit your Page. This is the same as clicking on the Page title

● Quick Edit – Allows you to edit basic Page information such as Title, Slug, Date plus a few other options
● Trash – Will send the Page to the Trash. Once the Trash is emptied, the page is deleted
● View – Displays the Page. If the Page hasn’t been published yet, this will say Preview

Editing a Page Content
To edit an existing page, simply click on the relevant Page title, when viewing your list of Pages. Alternatively, click on
the Edit link that appears beneath the title when hovering your cursor over each row.
1.

Select Pages on the sidebar

2.

Use the Search Bar to search page you would like to edit

3.

Highlight the page and select Edit

4.

When you’ve finished editing your Page, select the Update button. If you want to see what your changes

look like before publishing the change, simple click the Preview Changes button above Update. Remember
this is just a preview, and to publish the change you still need to click Update.

Formatting Options
The editor used to enter content into your Page or Post is very easy to use. It’s much like using a regular word
processor, with toolbar buttons that allow you to Bold or Italicize text or enter in Headings or bullet points. At the
top of the editor where your content is written, there are numerous formatting buttons.

Clicking the Toolbar Toggle button (

) will show or hide a second line of formatting buttons which gives you

extra functionality. The editor buttons perform the following functions:
Add Media – Used to upload and insert media such as images, audio, video
or document links
Bold – Bold text

Italic – Italicise text

Strikethrough – Add a strikethrough to your text

Bulleted List – Create an unordered (bullet point) list

Numbered List – Create an Ordered (numbered) list

Blockquote – Used as a way of emphasizing a quote which is over 4 lines in
length.
Horizontal Line – Inserts a horizontal line into your page. This can be used to
divide areas of dense text on a page.
Align left – Align text to the left

Align Center – Align text in the center of the page

Align Right – Align text to the right

Insert/edit link – Used to create an html link to another page or website. To
activate, highlight the text you wish to turn into a link, press this button, and
insert the URL into the pop-up box.

Remove Link – Remove the html link from the selected link. Your cursor must
be sitting on an active link for the button to be active
Toolbar Toggle – Used to show or hide the second row of formatting buttons
on the editor toolbar
Style – Used to format the Page text based on the styles used by the current
Theme (See next page)
Underline – Underline your text

Paste as Plain Text – Copying & pasting text from other sites or word
processors sometimes leaves the text formatted differently to what you
were expecting. The reason for this is that quite often the html tags or codes
that formatted the original text are pasted along with the text itself. To avoid
this, Paste as Text will strip all these formatting and html tags. The Paste as
Text option acts like a toggle, staying on until you turn it off by clicking the
button again or until you save your page content
Clear formatting – Use this to remove all the formatting (eg. Bold, Underline,
text color etc..) from the highlighted text
Undo – Undo your last action

Redo – Redo your last action

Visual/Text – Switches the editor view between the Visual Editor and the Text
editor. The Text view will enable you to view the HTML code that makes up
your content. For the more experienced users this can be helpful at times
but for those not familiar with HTML tags, it’s not recommended

Paragraph Styles
Typography is important and In order to maintain consistency on the website, a set of paragraph styles have been
established to help guide you. To edit paragraph styles, simple highlight the text you wish to style, and select the
corresponding style from the Paragraph formatting options (see above). See the back-end (top), and front-end
(bottom) views of these paragraph styles below.

Creating a New Page
To add a new Page, hover your cursor over the Pages menu option in the left-hand navigation menu and in the
fly-out menu, click the Add New link. Alternatively, click the Pages menu option and then click the Add New link
underneath, or the Add New button at the top of the page.
1.

Select Pages in the left-hand navigation menu.

2.

Select Add New button at the top of the page.

3.

Enter in Title in the top entry field where it says Enter title here.

(After moving the cursor down to the editor a new Permalink is created for your page. Permalinks are the
permanent URL’s and though not usually necessary, you can manually edit your permalink by clicking on the
actual permalink.)
4.

Insert your content in the Visual editor & feel free to use formatting settings in the previous section. Use
the Add Media button to add images.

5.

Before publishing the page, you would need to configure settings on the sidebar.
This includes:
Parent: Please select the parent page by using the dropdown menu, and
selecting the parent page (i.e. a research program)

Show Title: Select the checkbox if you would like to show the Title. If the
page does not include a full-screen headline slider you will always check
show the Title.
Show Breadcrumb: Select the checkbox if you would like to add

breadcrumbs navigation to display the page hierarchy. Pages that fall
within 3 levels of the website navigation should use a breadcrumb. I.e.
Home / Research Programs / Program / Page

6.

Select Preview (to preview your new page) and Publish when you are ready for the page to go live.

