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Getting Started


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]










          

      

      

    

  

    
      
          
            
  
Policies & Guidelines



	University Standards and Policies

	Copyright, Licensing and Rights









          

      

      

    

  

    
      
          
            
  
University Standards and Policies

Please see the article on the Haiku Help Centre [https://sharepoint.nexus.ox.ac.uk/sites/medsci/haiku/help-centre/SitePages/University%20Standards%20and%20Policies.aspx]





          

      

      

    

  

    
      
          
            
  
Copyright, Licensing and Rights

Please see the article on the Haiku Help Centre [https://sharepoint.nexus.ox.ac.uk/sites/medsci/haiku/help-centre/SitePages/Copyright,%20Licensing%20and%20Rights.aspx]





          

      

      

    

  

    
      
          
            
  
How to edit...


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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	About Us
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	Events




	Forms




	MSD Support & Services
	Style guide

	Profiles

	Overview - MSD Team Pages





	MSD Graduate School
	Add a New Doctoral Training Centre Course

	Unpublish a course (MSD Graduate School)

	Delete a Course (MSD Graduate School)

	Assign Subject Areas to Courses

	Edit a Portlet on a Course Page (MSD Graduate School)

	Add a Document to the Doctoral Training Centre (MSD Graduate School)

	Delete a Document from the Doctoral Training Centre (MSD Graduate School)

	Add a New Supervisor

	Add Research Interests to a Profile (MSD Graduate School)

	Add a Course and/or Subject Area to a Supervisor

	Remove a Course and/or Subject Area from a Supervisor

	Add a Supervisor to a Doctoral Training Centre Course

	Delete a Supervisor (MSD Graduate School)

	Unpublish a Supervisor (MSD Graduate School)





	MSD Skills Training
	Add a New  Course (Skills Training)

	Edit a Course iframe  - change the height of the iframe and / or remove the booking link (Skill training website)

	Add a Portlet to the Right Side of a Course Page

	Edit a Right Hand Portlet

	Hide / Delete a Portlet

	Change the Slide on the Homepage

	Change the Order of Slides on the Slideshow

	Change the Book By Date on Skills Training Courses





	MSD Site Administrators
	Add a News Item to the MSD website

	Unpublish a News Item

	Change the Order / Publication Date of a News Item

	Add an Image into the Main Text of your Page

	Add a Slide to the Homepage Slideshow

	Add a News Item to the Homepage Slideshow

	Change the Order of Slides on the Slideshow













          

      

      

    

  

    
      
          
            
  
Profiles


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Research Groups


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]










          

      

      

    

  

    
      
          
            
  
About Us


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]










          

      

      

    

  

    
      
          
            
  
News


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]










          

      

      

    

  

    
      
          
            
  
Events


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]










          

      

      

    

  

    
      
          
            
  
Forms


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]










          

      

      

    

  

    
      
          
            
  
MSD Support & Services



	Style guide
	Profiles

	Voice

	Capitalisation

	Bullet points





	Profiles
	Log in

	Edit profile

	Save layout

	Further information





	Overview - MSD Team Pages









          

      

      

    

  

    
      
          
            
  
Style guide

For the most part, we have adopted the University Style Guide [http://www.ox.ac.uk/sites/files/oxford/media_wysiwyg/University%20of%20Oxford%20Style%20Guide.pdf] for the new MSD website - except for instances detailed below.

It is essential that the website content and design remains consistent, and much of the design and layout is fixed. The Communications and Web Team will monitor the site regularly and any changes made that are inconsistent with our chosen style will be changed.


Profiles

[image: ]
You do not need to include all these feature boxes (called tiles in Haiku) on your profile page, but if you do include any, they must be added in the position shown in screen shot.


	Member of: Add your team name first, and link it to your team page (unless you are not part of the core divisional office, and it can then link to your own website). You may also add any other university networks, colleges etc. that you are a member of

	Related Links and Resources: Bullet any links you add

	Location: All addresses should be consistent. Please use the same format as one of your colleagues, or one of the following:



Medical Sciences Divisional Office
University of Oxford
Level 3, John Radcliffe Hospital
Oxford OX3 9DU





Medical Sciences Divisional Office (Education)
University of Oxford
The Fleming Suite
Level 3, John Radcliffe Hospital
Oxford OX3 9DU





Medical School Office
University of Oxford
Academic Centre
Level 2, John Radcliffe Hospital
Oxford OX3 9DU





Medical Sciences Teaching Centre
South Parks Road
Oxford OX1 3PL








Voice


	Use first person (I, we)

	Do not use abbreviations, or spell them out the first time, and add abbreviations in brackets for subsequent use

	Do not use technical jargon or Oxford-speak






Capitalisation

When referring to the Division and the University, and implicitly meaning the Medical Sciences Division or University of Oxford, please capitalise Division and University. Do not capitalise in other instances

Correct use of capitalisation:


	The Division is the largest division in the University.

	The University has four divisions. I work in the best division, the Medical Sciences Division. The Division is great!

	I work on the divisional website in the divisional office.

	I work in the Medical Sciences Divisional Office, for the divisional Finance team.






Bullet points


	Don’t punctuate at the end of each bullet point

	Capitalise each new bullet point









          

      

      

    

  

    
      
          
            
  
Profiles

You can edit your own profile.

Please refer to the Style Guide before making changes as it is important that profiles are consistent across the site. Changes to the website will be monitored and any profiles not conforming to the style guide will be edited.

Email webmaster@medsci.ox.ac.uk if you have any problems editing your profile.


Log in

[image: ]
Click the Log in link to the left of the University logo and log in with your SSO username and password (same as you use for your email).




Edit profile

[image: ]
Go to your profile. Click Edit my Profile.

[image: ]

	A profile is divided into different tiles (sections).

	When you hover over a tile you will see an Edit button.

	Click the Edit button to open the editing interface for the section and make your changes.

	See the futher information section below for guides on how to edit specific parts of the your profile.






Save layout

[image: ]
Click the Save layout button after making your changes.




Further information


	MSD Support & Services Style Guide

	Change your Name or Job Title on a Profile

	Change / Add Contact Details on your Profile

	Add a Text Tile to your Profile

	Delete a Text Tile from your Profile

	Add a Connections Tile to your Profile

	Change the Display Order of Connections on your Profile

	Create an Internal Link

	Create a Link to an External Website

	Create an Email Link









          

      

      

    

  

    
      
          
            
  
Overview - MSD Team Pages

The screenshot shows you the different sections of a team page. Please refer to the guides listed below for details on how to edit these sections.

[image: ]
1. Team Name - if you would like to change the team name please email webmaster@medsci.ox.ac.uk

2. Navigation - this is automatically generated from the columns (numbers 6 and 7 on screenshot above)

3. Main Team Description


	Edit the main team description



4. Contact Details


	Edit contact details



5. Our Team


	Add a Team Member

	Remove a Team Member

	Change the Order of Team Members



(The Medical School Support & Services team page also uses columns for team members - please see the column section below)

6. Columns


	Columns of Further Information

	Add a New Column

	Change the Title of a Column



Contents columns:


	Edit a Column Page

	Add a Webpage to a Column

	Add an Image to a Column Page

	Add a Link to another Website to a Column

	Add a Document to a Column

	Change the Display Order of Webpages, Links and Documents

	Restrict a Column Page to SSO



List of items columns:


	Add an Item to a List of Items Column

	Remove an Item from a List of Items Column



Profile columns (currently used on the Medical School team page):


	Remove Profiles from a Column Listing Profiles

	Add a Profile to a Column Listing Profiles

	Change the Order of Profiles in a Column Listing Profiles



7. FAQs


	Create a FAQs section

	Edit a FAQ

	Add a FAQ

	Change the Display Order of FAQs

	Set the number of FAQs on display on your team page







          

      

      

    

  

    
      
          
            
  
MSD Graduate School



	Add a New Doctoral Training Centre Course
	Add new

	Course details

	New course added

	Change the order of courses

	Move course

	View

	Course list

	Further information





	Unpublish a course (MSD Graduate School)
	Retract page

	Unpublished page

	Further information





	Delete a Course (MSD Graduate School)
	Actions

	Delete course

	Further information





	Assign Subject Areas to Courses
	Course page

	Subject area affilitations





	Edit a Portlet on a Course Page (MSD Graduate School)
	Manage portlets

	Static text portlet

	Edit portlet





	Add a Document to the Doctoral Training Centre (MSD Graduate School)
	Contents

	Documents

	Add Attachment

	Upload document

	Further information





	Delete a Document from the Doctoral Training Centre (MSD Graduate School)
	Contents

	Documents

	Select document

	Confirm deletion





	Add a New Supervisor
	Go to the Supervisors section

	1. Add a remote profile

	Add remote content

	Remote publisher

	Assign supervisor category

	Publish profile

	2. Add a local profile

	Profile details

	Edit my profile

	Save layout

	Publish profile

	Further Information





	Add Research Interests to a Profile (MSD Graduate School)
	Edit my profile

	Edit personal information

	Add research interests

	Save layout





	Add a Course and/or Subject Area to a Supervisor
	Edit supervisor’s profile

	MSD Study

	Add courses and subject areas





	Remove a Course and/or Subject Area from a Supervisor
	Edit supervisor’s profile

	MSD Study

	Remove Course or Subject Area

	Further information





	Add a Supervisor to a Doctoral Training Centre Course
	Edit the supervisor’s profile

	MSD Study link

	Add the course

	Save your changes





	Delete a Supervisor (MSD Graduate School)
	Actions

	Delete

	Further information





	Unpublish a Supervisor (MSD Graduate School)
	Retract profile

	Further information













          

      

      

    

  

    
      
          
            
  
Add a New Doctoral Training Centre Course

This shows you how to add a new Doctoral Training Centre Course. See the futher information section below for links to guides on how to add other types of courses to the MSD Graduate School.


Add new

[image: ]
Go to the main page of the Doctoral Training Centre.

Click the Add new link on the toolbar at the top of the page and select MSD Course.




Course details

[image: ]
Enter the following details:


	Course title

	Course code

	Course directors and link to course information on the University of Oxford admissions website

	From the course drop down list select Doctoral Training Centre Degrees

	Assign subject affiliations [See: Assign a Subject Area to a Course]

	And then click the Save button






New course added

[image: ]
Your new course will be added to the bottom of the list of courses.




Change the order of courses

[image: ]
To change the order of the course click the Contents link on the toolbar at the top of the page.




Move course

[image: ]
This shows you the pages and files in the Doctoral Training Centre section in the order that they are displayed. The DTC Structered Research Degrees page and the Documents folder are hidden from the navigation so that only the course pages display.

To move the new course click on the set of dots next to the left of the course and drag the course to the correct position. For example:

[image: ]



View

[image: ]
Click View to return to the main Doctoral Training Centre page.




Course list

[image: ]
The course is now in the new position in the list of courses.




Further information


	Assign a Subject Area to a Course (MSD Graduate School)

	Delete a Course (MSD Graduate School)

	Unpublish a Course (MSD Graduate School)









          

      

      

    

  

    
      
          
            
  
Unpublish a course (MSD Graduate School)

This shows you how to unpublish a course page so that it isn’t visible to visitors to the website. You can also delete a course.


Retract page

[image: ]
Go to the course page you would like to unpublish. Click the Publish button on the toolbar at the top of the page and select Retract.




Unpublished page

[image: ]
You will see that the page State has changed to New.




Further information


	Delete a course (MSD Graduate School)









          

      

      

    

  

    
      
          
            
  
Delete a Course (MSD Graduate School)

This shows you how to delete a course from the MSD Graduate School. You can also unpublish a course.


Actions

[image: ]
Go to the course page.

Click Actions on the toolbar at the top of the page and select Delete.




Delete course

[image: ]
Click delete




Further information


	Unpublish a course (MSD Graduate School)









          

      

      

    

  

    
      
          
            
  
Assign Subject Areas to Courses

Subject Areas are assigned to courses on the course page. This shows you how to do this.


Course page

[image: ]
Go to the course page you would like to assign subject areas to.

Click Edit on the toolbar at the top of the screen.




Subject area affilitations

[image: ]
Scroll down the page to the Affiliation to Subject Areas section. The column on the left shows you the available subject areas and the column on the right shows you the subject areas which have been assigned to the course.

To add subject areas:


	Highlight the subject area you would like to assign to the course.

	Click the top arrow to move it to the column on the right.









          

      

      

    

  

    
      
          
            
  
Edit a Portlet on a Course Page (MSD Graduate School)

Portlets provide links to futher information on course pages. These are located on the right of the page.


Manage portlets

[image: ]
Go to the course page.

Click on your name and select Manage portlets from the drop down list.




Static text portlet

[image: ]
Click the **Static text **portlet link.




Edit portlet

[image: ]

	Make your changes.

	Click Save.









          

      

      

    

  

    
      
          
            
  
Add a Document to the Doctoral Training Centre (MSD Graduate School)

This shows you how to upload a document to the Doctoral Training Centre.


Contents

[image: ]
Go to the main page of the Doctoral Training Centre and click on Contents.




Documents

[image: ]
Click the Documents link to go to the section where documents are uploaded.




Add Attachment

[image: ]
Click Add new... on the toolbar at the top of the page and select Attachment.




Upload document

[image: ]

	Add a title for your document.

	The description is displayed in search results making them more meaningful to users of the site.

	Click Browse ... and upload your file.

	Click Save.



The document is now available to link to. For example, from a portlet on a course page.




Further information

Edit a portlet on a course page (MSD Graduate School)







          

      

      

    

  

    
      
          
            
  
Delete a Document from the Doctoral Training Centre (MSD Graduate School)

All old documents should be deleted - it isn’t possible to unpublish documents and they will still be available to the public even if they aren’t linked to from a page.


Contents

[image: ]
Go to the main Doctoral Training Centre page.

Click Contents on the tool bar at the top of the page.




Documents

[image: ]
Click the Documents link to go to the section where documents are uploaded.




Select document

[image: ]

	Select the checkbox next to the document you would like to delete.

	Click Delete.






Confirm deletion

[image: ]
Click Delete.







          

      

      

    

  

    
      
          
            
  
Add a New Supervisor

There are two types of supervisor profiles.


	Remote profiles - Supervisors who already have a profile on another Haiku website (see a list of Departments using the Haiku CMS)

	Local profiles - Supervisors who don’t already have a Haiku profile.




Go to the Supervisors section

[image: ]
Both types of profiles are added from the main page of the supervisors section.




1. Add a remote profile

[image: ]
To add a remote profile find the person’s profile on their department website and copy the web address.




Add remote content

[image: ]
On the main supervisor’s page on the MSD Graduate School site click Actions and select Add remote content.




Remote publisher

[image: ]

	Paste the web address of the profile into the Full URL of remote item box.

	Click the Continue >> button.






Assign supervisor category

[image: ]
Scroll down to the bottom of the page:


	Select the Supervisor box to turn the profile into the a supervisor.

	Click Create.






Publish profile

[image: ]
When you create a new profile it is unpublished and not visible to visitors to the website.

To publish the profile click the New button and select Publish from the drop down menu.




2. Add a local profile

[image: ]
To add a local profile go to the main supervisor page and click Add new and select Profile.




Profile details

[image: ]
To create a new local supervisor:


	Supervisor’s first name

	Supervisor’s surname

	Single sign on username

	Email address

	Make sure No value is selected

	Check Full profile is selected

	Leave the Sortable name field blank

	Click on Supervisor

	Click on the top arrow

	Click Save






Edit my profile

[image: ]
A basic profile has now been created. To change contact details and add research interests and any further information click Edit my profile.

See the following guides on how to:


	Change / Add Contact Details on your Profile

	Add Research Interests to a Profile (MSD Graduate School)

	Add further research information to a supervisor (available soon)

	Add a link to a supervisor’s department or personal website (available soon)






Save layout

[image: ]
After you have made your changes click Save layout.




Publish profile

[image: ]
When you create a new profile it is unpublished and not visible to visitors to the website.

To publish the profile click the New button and select Publish from the drop down menu.




Further Information


	Add a Course and/or Subject Area to a Supervisor

	Remove a Course and/or Subject Area from a Supervisor

	Add a Supervisor to a Doctoral Training Centre Course









          

      

      

    

  

    
      
          
            
  
Add Research Interests to a Profile (MSD Graduate School)

Research interests can be added to a profile. Research interests display on the profile, the list of all supervisors, on subject area pages and Doctoral Training Centre course pages.

This shows you how to add research interests to a local profile created on the MSD Graduate School site. Research interests for remote profiles need to be added by the supervisor to their profile on their department site.


Edit my profile

[image: ]
Go to the profile you would like to edit. Click Edit my profile on the right of the page.




Edit personal information

[image: ]
Move you cursor over the Supervisor’s name to reveal the Edit button. Click Edit.




Add research interests

[image: ]
Scroll to the bottom of ther Personal Information tile:


	Enter the research interests into the Tagline field

	Click Save



[image: ]
You can now see the research interest under the supervisor’s name.




Save layout

[image: ]
Click Save layout







          

      

      

    

  

    
      
          
            
  
Add a Course and/or Subject Area to a Supervisor

Courses and subject areas are allocated to a supervisor from their profile page. This shows you how to do this.


Edit supervisor’s profile

[image: ]
Go the supervisor’s profile. To edit:


	Local profiles (profiles set up on the MSD website) click on Edit on the toolbar at the top of the page.

	Remote profiles (which have been pulled in from another Haiku website) type /edit at the end of the web address: eg https://www.medsci.ox.ac.uk/study/graduateschool/supervisors/supervisors-folder/ivan-ahel becomes: https://www.medsci.ox.ac.uk/study/graduateschool/supervisors/supervisors-folder/ivan-ahel/edit






MSD Study

[image: ]
Click MSD Study.




Add courses and subject areas

[image: ]
The lists on the left of the screen show all the MSD courses and subject areas. The lists on the right lists all the courses and subject areas which have been allocated to the supervisor.

To add a new course or subject area to the supervisor:


	Click the course or subject area name on the left hand column.

	Click the top arrow to the move the course or subject area into the right hand column.

	Click the Save button.









          

      

      

    

  

    
      
          
            
  
Remove a Course and/or Subject Area from a Supervisor

Courses and subject areas are allocated to a supervisor on their profile. This shows you how to remove these.


Edit supervisor’s profile

[image: ]
Go the supervisor’s profile. To edit:


	Local profiles (profiles set up on the MSD website) click on Edit on the toolbar at the top of the page.

	Remote profiles (which have been pulled in from another Haiku website) type /edit at the end of the web address: eg https://www.medsci.ox.ac.uk/study/graduateschool/supervisors/supervisors-folder/ivan-ahel becomes: https://www.medsci.ox.ac.uk/study/graduateschool/supervisors/supervisors-folder/ivan-ahel/edit






MSD Study

[image: ]
Click MSD Study.




Remove Course or Subject Area

[image: ]
The lists on the left of the screen show all the MSD courses and subject areas. The lists on the right lists all the courses and subject areas which have been allocated to the supervisor.

To remove a course or subject area:


	Highlight the course or subject area.

	Click the bottom arrow.

	Click the Save button.






Further information


	Add a Course or Subject Area to a Supervisor

	Add a Supervisor to a Doctoral Training Centre Structured Degree Course









          

      

      

    

  

    
      
          
            
  
Add a Supervisor to a Doctoral Training Centre Course

Doctoral Training Centre Structured Degree course pages include a list of supervisors. To add a supervisor to a course you need to add the course name to the supervisor’s profile. The supervisor will then be listed on the course page.


Edit the supervisor’s profile

[image: ]
Go the supervisor’s profile. To edit:


	Local profiles (profiles set up on the MSD website) click on Edit on the toolbar at the top of the page.

	Remote profiles (which have been pulled in from another Haiku website) type /edit at the end of the web address: eg https://www.medsci.ox.ac.uk/study/graduateschool/supervisors/supervisors-folder/ivan-ahel becomes: https://www.medsci.ox.ac.uk/study/graduateschool/supervisors/supervisors-folder/ivan-ahel/edit






MSD Study link

[image: ]
Click the MSD Study link.




Add the course

[image: ]
The list of courses on the left of the page are the available courses. The list of courses on the right are the courses that have been allocated to the supervisor.

To add a new course:


	Hightlight the course you would like to add.

	Click the top arrow to allocate the course to the supervisor.






Save your changes

[image: ]
Scroll to the bottom of the page and click the Save button.







          

      

      

    

  

    
      
          
            
  
Delete a Supervisor (MSD Graduate School)

This shows you how to delete a supervisor from the MSD Graduate School pages. You can also unpublish a profile rather than deleting.


Actions

[image: ]
Go to the supervisor’s profile.

Click Actions on the toolbar at the top of the page and select Delete.




Delete

[image: ]
Click the Delete button.




Further information

Unpublish a Supervisor (MSD Graduate School)







          

      

      

    

  

    
      
          
            
  
Unpublish a Supervisor (MSD Graduate School)

You can unpublish a supervisor so that users to the site won’t be able to see the supervisor. You also have the option to delete a supervisor.


Retract profile

[image: ]
Go to the supervisor profile you would like to unpublish.

Click the Published button on the toolbar at the top of the screen and select Retract from the drop down list.

[image: ]
You will now see that the profile state has changed to: New.




Further information

Delete a Supervisor (MSD Graduate School)







          

      

      

    

  

    
      
          
            
  
MSD Skills Training



	Add a New  Course (Skills Training)
	All Courses

	Add new page

	Change web address of page

	Change to 3 column view

	Add page to the course listing





	Edit a Course iframe  - change the height of the iframe and / or remove the booking link (Skill training website)
	Course page

	HTML view

	Update iframe

	Save your changes





	Add a Portlet to the Right Side of a Course Page
	Display

	Manage portlets

	Add portlet

	Enter content

	Save

	Your portlet





	Edit a Right Hand Portlet
	Manage portlets

	Edit portlet





	Hide / Delete a Portlet
	Manage portlets

	Delete or hide portlet





	Change the Slide on the Homepage
	Upload image

	Add slide to the homepage

	Delete a slide





	Change the Order of Slides on the Slideshow
	Edit your page

	Change the order of the slides





	Change the Book By Date on Skills Training Courses
	Login

	Change date













          

      

      

    

  

    
      
          
            
  
Add a New  Course (Skills Training)

This shows you how to add a new Skills Training course.


All Courses

[image: ]
Go to the All Courses section of the website - https://www.medsci.ox.ac.uk/study/skillstraining/coursecatalogue/allcourses.




Add new page

[image: ]
Click Add new from the toolbar at the top of the screen and select Web Page.

[image: ]

	Enter the course title.

	Click the embed icon.



[image: ]
In the IFrame box paste: <iframe src=”//skillstraining.medsci.ox.ac.uk/skills/skillscourse?courseId=36&bookable=True” frameborder=”0” width=”100%” height=”1300” scrolling=’no’></iframe>


	Change the number (36 in this case) to the ID of your new course.The height controls the space available for the iFrame on the course page. After saving your page you might find that you need to increase or reduce the available space. To do this change this number (start reducing or increasing by 100).

	Click Insert.



[image: ]
Scroll to the bottom of the page and click Save.




Change web address of page

[image: ]
The last part of the web address is formed from the course title. To change this to the course ID click Actions from the toolbar at the top of the page and select Rename.

[image: ]
Change the text in the New Short Name box to the course ID and click the Rename All button.




Change to 3 column view

[image: ]
Click Display at the top of the page and select 3 columns view.

The page needs to be changed to a 3 column view so that it is possible to have portlets on the right of the page to display further information or link to attachments. Changing the display to 3 column view makes the left hand navigation narrower, so for consistency all course pages should be given a 3 column view.




Add page to the course listing

[image: ]
Go to the All Courses page and click Edit.

[image: ]
To add a new line to the table:


	Click in the line before or after where you would like to add your course.

	Click the add row before or after button to add an additional row.



Add your course details and link to the course.

Scroll to the bottom of the page and click Save.







          

      

      

    

  

    
      
          
            
  
Edit a Course iframe  - change the height of the iframe and / or remove the booking link (Skill training website)

This shows you how to edit an existing iframe on a skill training course page. You can remove the booking link and change the height of the iframe.


Course page

[image: ]
Go to the course page and click Edit on the toolbar at the top of the screen.




HTML view

[image: ]
Click the < > icon to bring up the HTML view:




Update iframe

[image: ]

	To change the height of the iframe change the number of the height. Try increasing or decreasing by 100 initially.

	To remove the course link remove the text bookable=True .

	Click the Update button.






Save your changes

[image: ]
Scroll to the bottom of the page and click Save.







          

      

      

    

  

    
      
          
            
  
Add a Portlet to the Right Side of a Course Page

You can have a portlet on the right side of course page for additional information or linking to attachments.


Display

[image: ]
The display on a page needs to be a 3 column view for the portlet to show.

To check that the page has a 3 column view click Display and select 3 column view if this isn’t already shaded a darker green.




Manage portlets

[image: ]
Click your name on the right side of the page and select Manage portlets.




Add portlet

[image: ]
Select Static text from the drop down list on the Secondary Portlets option on the right of the page.




Enter content

[image: ]
Enter your content.


	The heading box is optional - you can create headings in the text editor instead.

	Enter your main content in the text editing box.






Save

[image: ]
Scroll to the bottom of the page and click Save.

[image: ]
Click Return to go back to your page.




Your portlet

[image: ]
You will now see your portlet on the right of the page.







          

      

      

    

  

    
      
          
            
  
Edit a Right Hand Portlet

This show you how to edit a portlet on the right side of a courses page.


Manage portlets

[image: ]
Click your name on the toolbar at the top of the page and select Manage portlets.




Edit portlet

[image: ]
The portlets on the right of the page are listed under secondary portlets.

Click the link to bring up the editing interface:

[image: ]
Make your changes. Scroll to the bottom of the page and click the Save button.

[image: ]
Click Return to go back to your page.







          

      

      

    

  

    
      
          
            
  
Hide / Delete a Portlet

This shows you how to hide or delete a portlet on the right side of a course page.


Manage portlets

[image: ]
Click your name in the top right of the screen and select Manage portlets.




Delete or hide portlet

[image: ]
You can:


	Delete a portlet by clicking the x

	Hide the portlet by clicking the Hide button. Use this option if you are likely to use a portlet on the page in the future.



[image: ]
Click the Return button to go back to your page.







          

      

      

    

  

    
      
          
            
  
Change the Slide on the Homepage

Images for the slideshow on the Skills Training Homepage are stored at: https://www.medsci.ox.ac.uk/images/study/skills-training-slideshow

This shows you how to add a new slide to the slideshow. You need to upload the image first and then pull it onto the slideshow.


Upload image

[image: ]
Go to the images section for the Skills Training slideshow: https://www.medsci.ox.ac.uk/images/study/skills-training-slideshow.

To add a new image click Add new... from the toolbar at the top of the screen and select Image.

[image: ]
Enter the following information:


	Title - this forms the text on your slide.

	Click Browse and upload the image from your computer. The image should be 760px x 389px. The slideshow currently crops the bottom of the images slightly.

	Copyright information.

	Web address of the page you would like the slide to link to.

	Click Save.






Add slide to the homepage

[image: ]
Go to your homepage and click Compose on the toolbar at the top of the page.

[image: ]
Find the slide you just created. You can find it:


	In the list of recent items if you have just uploaded it.

	By searching for the item by the title in the search box.



[image: ]
Select the image and drag it across to the slideshow.




Delete a slide

[image: ]
You will need to delete one of the existing slides as you can only have three slides on the slideshow.

Hovering over the slideshow will bring up an Edit button in the top left corner. Click this button to open an editing window:

[image: ]

	Scroll to the bottom of the window and click  the x next to the slide you would like to delete.

	Click Save.









          

      

      

    

  

    
      
          
            
  
Change the Order of Slides on the Slideshow

You can control the order of the slides on your slideshow.


Edit your page

[image: ]
Go to the page with the slideshow and click Compose on the toolbar at the top of the screen.

[image: ]
Hover over the slideshow to bring up an Edit button. Click this button.




Change the order of the slides

[image: ]
This opens a window which controls the slideshow.

If you want the slides in a particular order ensure that the Randomize box isn’t selected.

[image: ]
Scroll down the editing window to see your slides in the order that they are displayed on the slideshow.

To change the order of the slides:


	Move your cursor over the title of the slide you would like to move. You will see a fourway arrow. Click the title and drag the slide to the position in the list of slides.

	Click Save.









          

      

      

    

  

    
      
          
            
  
Change the Book By Date on Skills Training Courses

This shows you how to change the Book By Date on the Skills Training Courses.


Login

Go to https://skillstraining.medsci.ox.ac.uk/skills/portal_skins/custom-skills/getBookUntilTime/ZPythonScriptHTML_editForm and login with the username and password for the old website (not your SSO username and password).




Change date

[image: ]

	Change the date - ensure it is in the following format:  yyyy-mm-dd and that it has inverted commas around it and brackets   -  return DateTime(‘2016-05-27’)

	Click Save Change.









          

      

      

    

  

    
      
          
            
  
MSD Site Administrators



	Add a News Item to the MSD website
	Add new

	Add main content

	Add categories

	Add an image

	Publish the News Item





	Unpublish a News Item

	Change the Order / Publication Date of a News Item
	Edit page

	Publication date

	Save





	Add an Image into the Main Text of your Page
	Edit page

	Image Library

	Select image

	Position image on page

	Save the page





	Add a Slide to the Homepage Slideshow
	Upload image

	Add slide to the homepage

	Delete a slide

	Copyright information





	Add a News Item to the Homepage Slideshow
	Compose

	Add news item

	Remove a slide from the slideshow





	Change the Order of Slides on the Slideshow
	Edit your page

	Change the order of the slides













          

      

      

    

  

    
      
          
            
  
Add a News Item to the MSD website

This shows you how to add a news item to the news section - https://www.medsci.ox.ac.uk/news

We add all news that relates to the Medical Sciences Division from the main University site - http://www.ox.ac.uk/news-and-events [http://www.ox.ac.uk/news-and-events.]. To check whether a news item is from a department or unit in the Medical Sciences department look at the list on our website - https://www.medsci.ox.ac.uk/departments [https://www.medsci.ox.ac.uk/departments.]. Other news items will be emailed to you.


Add new

[image: ]
Go to https://www.medsci.ox.ac.uk/news

Click Add new... from the toolbar at the top of the screen and select News Item.




Add main content

[image: ]

	Enter the title.

	Enter the first sentence or two of the news item. This will appear on the page listing all the news (https://www.medsci.ox.ac.uk/news) as well as on the news item. It isn’t possible to format the text in this field. If there are links in the first couple of sentences which can’t be moved elsewhere in the text or if the first couple of sentences don’t make sense without the following text leave this field blank.

	Enter the text. If you are copying a news item from the main University news site or a department website copy the first paragraph and add a Read more link to the news item in the original location. If you are linking to another website, apart from the main Univeristy news site, add the department in brackets eg Read more (Department of Physiology, Anatomy and Genetics website).



Note: news items from The Conversation should be added in the format in this item - https://www.medsci.ox.ac.uk/news/is-schizophrenia-written-in-our-genes with the following text at the end of the first paragraph of the item:

Read the full article on The Conversation website, written by person’s name, department.

Oxford is a subscribing member of The Conversation. Find out how you can write for The Conversation.

Scroll down the page to the Add categories section.




Add categories

[image: ]
We have two news sections on our site using different categories. The only categories which should be used in this section are: Athena Swan, Awards and Appointments, Blogs, Clinical Trials, Events, General, Innovation, Research and Staff. Note:  Awards and Appointments category - if news items have only been assigned this category they won’t appear on the news feed on the homepage (https://www.medsci.ox.ac.uk/).


	The items in the column on the left are categories which haven’t been applied to the news item. To assign categories to a news item these need to be moved to the column on the right. Click the names of the categories you would like to assign to the news item.

	Click the top arrow to move the items to the column on the right assigning them to the news item.

	You can change the order of the categories by selecting the item and using the up and down arrows.

	Click Save.






Add an image

Where possible add an image to the news item.

See the Add an Image to an MSD News Item guide for details on how to do this.




Publish the News Item

[image: ]
Click State on the toolbar at the top of the page and select Publish.

[image: ]
The State of the page has now changed to Published.

If the item added was copied across from the main University new site email Alison to let her know that you’ve added it.







          

      

      

    

  

    
      
          
            
  
Unpublish a News Item

This shows you how to unpublish a news item.

[image: ]
Go to the news item you would like to unpublish. Click State in the toolbar at the top of the screen and select Retract.

**Note: **Hide doesn’t unpublish an item - anyone with a University SSO login will be able to login and see the page.

[image: ]
The news item now has a State of New.





          

      

      

    

  

    
      
          
            
  
Change the Order / Publication Date of a News Item

News items are ordered by publication date. You can change the publication date to change the order of a news item. This show you how to do this.


Edit page

[image: ]
Go to the news item and click Edit.




Publication date

[image: ]

	Click in the Publishing Date field to bring up the date picker.

	Select the new date or click the Now button at the bottom of the date picker.

	Click the Done button.






Save

[image: ]
Scroll to the bottom of the page and click the Save button.







          

      

      

    

  

    
      
          
            
  
Add an Image into the Main Text of your Page

This shows you how to add an image into the main text content of your page. You need to upload the image to the Image Library first. See the Upload an Image to the Image Library guide if you need instructions on how to do this.


Edit page

[image: ]
Go to the page where you would like to add the image.

Click on Edit.

[image: ]
Scroll down the page to the text editor.


	Place your cursor where you would like to insert the image.

	Click on the camera icon.






Image Library

[image: ]
You will see a list of the folders in your Image Library.  Select the relevant folder.




Select image

[image: ]

	Select the image you would like to add.

	Enter a description.

	Select the spacing around the image.

	Select the image size.

	Click on OK.






Position image on page

[image: ]
To position the image right click on the image and go to Alignment. Select where you would like the image to be positioned.




Save the page

[image: ]
Click on the Save button.







          

      

      

    

  

    
      
          
            
  
Add a Slide to the Homepage Slideshow

You can add a slide to the slideshow which links to another webpage. You need to upload the image first and then pull it onto the slideshow. This shows you how to do this.

You can also pull a news items onto the slideshow - see the Add a News Item to the Homepage Slideshow [http://haiku-user-guide.readthedocs.io/en/latest/content/add-a-news-item-to-the-homepage-slideshow.html] guide on how to do this.


Upload image

[image: ]
Go to the images section for the homepage - https://www.medsci.ox.ac.uk/images/homepage.

To add a new image click Add new... from the toolbar at the top of the screen and select Image.

[image: ]
Enter the following information:


	Title - this forms the text on your slide.

	Click Browse and upload the image from your computer. The image should be 760px x 389px. The slideshow currently crops the bottom of the images slightly.

	Copyright information.

	Web address of the page you would like the slide to link to.

	Click Save.






Add slide to the homepage

[image: ]
Go to the homepage and click Compose on the toolbar at the top of the page.

[image: ]
Find the slide you just created. You can find it:


	In the list of recent items if you have just uploaded it.

	By searching for the item by the title in the search box.



[image: ]
Select the image and drag it across to the slideshow.




Delete a slide

[image: ]
You will need to delete one of the existing slides as you can only have three slides on the slideshow.

Hovering over the slideshow will bring up an Edit button in the top left corner. Click this button to open an editing window:

[image: ]

	Scroll to the bottom of the window and click  the x next to the slide you would like to delete.

	Click Save.






Copyright information

The copyright information doesn’t currently pull onto the slide. There is a rich text tile in the bottom left corner of the homepage. If an image needs copyright information put this here.







          

      

      

    

  

    
      
          
            
  
Add a News Item to the Homepage Slideshow

This shows you how to add a news item to the slideshow. You can also add an image and link that directly to another webpage - see  Add a Slide to the Homepage Slideshow [http://haiku-user-guide.readthedocs.io/en/latest/content/add-a-slide-on-the-homepage.html] guide on the for details.


Compose

[image: ]
Go to the homepage. Click Compose on the toolbar at the top of the page.




Add news item

[image: ]
You will find the news item either:


	In the list of recent items if it was added recently, or

	By searching for the item by title.



[image: ]
Drag the news item onto the slideshow.




Remove a slide from the slideshow

[image: ]
You can only have three items on the slideshow. To remove an item hold your cursor over the slideshow to reveal an Edit button in the top left corner. Click the Edit button.

[image: ]

	Click the cross next to the item you would like to remove.

	Click Save.









          

      

      

    

  

    
      
          
            
  
Change the Order of Slides on the Slideshow

You can control the order of the slides on your slideshow.


Edit your page

[image: ]
Go to the page with the slideshow and click Compose on the toolbar at the top of the screen.

[image: ]
Hover over the slideshow to bring up an Edit button. Click this button.




Change the order of the slides

[image: ]
This opens a window which controls the slideshow.

If you want the slides in a particular order ensure that the Randomize box isn’t selected.

[image: ]
Scroll down the editing window to see your slides in the order that they are displayed on the slideshow.

To change the order of the slides:


	Move your cursor over the title of the slide you would like to move. You will see a fourway arrow. Click the title and drag the slide to the position in the list of slides.

	Click Save.









          

      

      

    

  

    
      
          
            
  
Images


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]










          

      

      

    

  

    
      
          
            
  
Image Management System



	Upload an Image to the Image Management System (IMS)
	Upload

	Choose a folder

	Select folder

	Drag and drop your image





	Download and Crop an Image from the Image Management System
	Select the image

	Select the size

	Crop the image

	Download the image

	Collect the image





	Crop and Publish an Image from the Image Management System as a URL
	Select image

	Crop image

	Publish image to URL

	Image web address





	Create a New Folder in the Image Management System
	New Folder

	Name the new folder

	Choose the folder location

	Create the folder





	Create a New User Account on the Image Management System
	Users

	Add new User

	Add new account details

	Account created

	Email to the new user













          

      

      

    

  

    
      
          
            
  
Upload an Image to the Image Management System (IMS)

Shows you how to upload an image to the Image Management System [http://images.oxfordmedsci.org.uk]. You can also upload folders of images. If you don’t have an account for the Image Management System please contact your Editor in Chief in the first instance.


Upload

[image: ../_images/media_1381159136682.png]
Click on Uploads and then select Browser Uploads.




Choose a folder

[image: ../_images/media_1381159324161.png]
Click on the Choose a folder button




Select folder

[image: ../_images/media_1381159352243.png]
On the left hand side of the screen select the folder you would like to upload your images to.




Drag and drop your image

[image: ../_images/media_1381159440330.png]
You can drag and drop the image(s) you would like to upload from your computer to the upload box in the image management system

[image: ../_images/media_1381159569925.png]
[image: ../_images/media_1381160226536.png]
[image: ../_images/media_1381160243938.png]
[image: ../_images/media_1381160320818.png]
[image: ../_images/media_1381160575659.png]
[image: ../_images/media_1381160634840.png]
[image: ../_images/media_1381160663079.png]
[image: ../_images/media_1381160755783.png]
[image: ../_images/media_1381160780461.png]






          

      

      

    

  

    
      
          
            
  
Download and Crop an Image from the Image Management System

You can download and crop images in the correct sizes for different sections of your website. This tutorial shows you how to download an image of the correct size for a Research Group page (702 x 336 pixels).


Select the image

[image: ../_images/media_1354011916754.png]

	Click in the check box next to the image you would like to download.

	Click on Download Wizard.






Select the size

[image: ../_images/media_1354012073258.png]

	Select the download size (in this case for a Research group page - 702 x 336 pixels).

	Click on Proceed to Cropping.






Crop the image

[image: ../_images/media_1354012249340.png]

	Click on Constrain proportions.

	Move the crop box around the image to select the part of the image you would like.

	Click on Download Now.






Download the image

[image: ../_images/media_1354012523550.png]
Click on Download Now.




Collect the image

[image: ../_images/media_1354012951383.png]
Click on Collect Download.







          

      

      

    

  

    
      
          
            
  
Crop and Publish an Image from the Image Management System as a URL

You can create a web address for any image uploaded to the Image Management System.


Select image

[image: ../_images/media_1381147887938.png]

	Select the image you would like to publish.

	Click on the Download Wizard link on the right hand side of the page.






Crop image

[image: ../_images/media_1381148414559.png]
If you wish to crop your image before publishing it:
1. Select Custom Setting from the drop down list.
2. Untick the Constrain proportions box and enter the required size of your image in the Dimensions boxes.
3. Click on Proceed to Cropping.

[image: ../_images/media_1381148455064.png]

	Tick the Constrain proportions box.

	Move the crop box to highlight the area of the image you would like to keep.

	Click on the Download Now button.






Publish image to URL

[image: ../_images/media_1381148578289.png]

	Make sure the Publish to URL option is selected.

	You can watermark your image and set publication dates.

	Click on the Publish Now button.






Image web address

[image: ../_images/media_1381148698367.png]
You will be taken to a page giving you a link / the web address for the image.
Click on the link to take you to the image or to copy the address right click on the link and select Copy link address:

[image: ../_images/media_1381148900916.png]






          

      

      

    

  

    
      
          
            
  
Create a New Folder in the Image Management System

This shows you how to create a new folder in the Image Management System.


New Folder

[image: ../_images/media_1354549862656.png]
Click on New Folder.




Name the new folder

[image: ../_images/media_1354549991650.png]

	Enter the folder name.

	Enter a description of the content of the folder.

	Click on Change. This takes you to the following page where you can specify where you would like to create your folder.






Choose the folder location

[image: ../_images/media_1354550483414.png]

	Click on the folder where you would like to add the new folder.

	Click on OK.






Create the folder

[image: ../_images/media_1354550646247.png]
Click on Create.

[image: ../_images/media_1354550801919.png]

	Click on Finish to create the folder, or

	Click on Upload files if you want to create the folder and add files to the folder.









          

      

      

    

  

    
      
          
            
  
Create a New User Account on the Image Management System

Not all users of the image management system will have permission to create new users (this role is normally allocated to the website’s Editor-in-Chief). If you need to create new user accounts but don’t have the necessary permissions please contact us - turnkey@medsci.ox.ac.uk


Users

[image: ../_images/media_1354023409077.png]
Click on Users

[image: ../_images/media_1354023843557.png]
Click on Users & Groups




Add new User

[image: ../_images/media_1354023920705.png]
Click on + Add new User




Add new account details

[image: ../_images/media_1354024398685.png]
Fill in the following details:
1. Username (you might want to use the SSO username so that people don’t forget their username).
2. Name of the user.
3. Email address.
4. Select the group you would like to add the user to. Unless you administer more than one group there will only be one choice.




Account created

[image: ../_images/media_1354026252606.png]
Click on Finish.




Email to the new user

[image: ../_images/media_1354024631176.png]
An email will be sent to the new user with a link for them to set up a password to their account.







          

      

      

    

  

    
      
          
            
  
Editors in Chief


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Add an Attachment to a Column


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Change your Name or Job Title on a Profile


Open your profile

[image: ]
Go to your profile and click Edit on the right of the page.




Personal information edit box

[image: ]
When you hover over your name you will see an Edit button. Click the Edit button.




Edit box

[image: ]
Make the required changes and click the Save button in the bottom right hand corner.




Save your profile

[image: ]
Click on the Save layout button to save your profile.







          

      

      

    

  

    
      
          
            
  
Research


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]





	Research Section Display Options

	Research Group Descriptions on Research Theme Pages

	Add a New Research Group

	Change the Image on a Research Theme Page

	Add a Lead Image to a Research Theme









          

      

      

    

  

    
      
          
            
  
Research Group Descriptions on Research Theme Pages


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Upload an Image to the Image Library


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



This show you how to add an image to the Image Library.


Images

[image: ../_images/media_1401695519350.png]
Click on Images on the top right of the page.




Select folder

[image: ../_images/media_1401699127113.png]
Click on the folder you would like to add the image to.

If you want to set up a new folder see the Add a Folder to the Image Library guide.




Add image

[image: ../_images/media_1401699154487.png]
Click on the Add new... drop down menu from the toolbar at the top of the screen.
Select Image.




Image details

[image: ../_images/add-image.png]
Enter information about your image:
1. Title
2. A description of the image (optional)
3. Copyright information.




Upload image

[image: ../_images/media_1401700742807.png]
To upload the image either:
1. Enter the web address of the image if the image has been published to the web
Or
2. Click on Browse ... to upload the image from your computer.




Uploading image from your computer

[image: ../_images/media_1401700840791.png]

	Select the image

	Click on Open.






Save the image

[image: ../_images/media_1401700869007.png]
Click on Save.







          

      

      

    

  

    
      
          
            
  
Configure


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]










          

      

      

    

  

    
      
          
            
  
Assign Categories to an Event


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Add a New Research Group


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Change the Display Order of Connections on your Profile

You can change the order in which connections display on your profile. This shows you how to do this.


Edit profile

[image: ../_images/media_1403618877284.png]
Click on the Edit my profile button.




Edit Connections

[image: ../_images/media_1403618904340.png]
To edit your connections click on the Edit button on the top right hand side of your list of connections. The button will appear when you hover over the list of connections.




Move a connection

[image: ../_images/media_1403618945399.png]
Click on the gray four way arrows and keeping your mouse button held down drag the connection to where you would like it to display.




Save your changes

[image: ../_images/media_1403618997172.png]
Click on the Save button.




Save layout

[image: ../_images/media_1403619038514.png]
Click on the Save layout button.







          

      

      

    

  

    
      
          
            
  
Unpublish your Webpage


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Add a YouTube Video to a Research Group Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Add Publications to a Selected Publications Portlet


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



Shows you how to add publications to a Selected Publications Portlet.


Portlets

[image: ../_images/media_1392901261649.png]
Login to your site. Click on Portlet on the toolbar at the top of your homepage.




Selected publications portlet

[image: ../_images/media_1392901456783.png]
Click on the name of your Selected Publications portlet.

[image: ../_images/media_1392901763800.png]

	Enter a keyword or publication title into the search box.

	Click on Search for publications.



[image: ../_images/media_1392901875159.png]

	Select the publications you would like to add to your publications list.

	Click on Update list of publications.






Save your changes

[image: ../_images/media_1392901977616.png]
Click on Save.







          

      

      

    

  

    
      
          
            
  
Create a Link to an External Website

You can create links to external website, to pages within your site and to email addresses. This shows you how to link to an external website.


Go to your page

[image: ../_images/media_1403704815672.png]
Go to the page where you would like to create the link. Click on Edit on the toolbar at the top of page.




Go to the Text editor

[image: ../_images/media_1403704904293.png]
Scroll down the page until you reach the Text box.
1. Highlight the text you would like to create the link on.
2. Click on the link icon. This will bring up the link creation box.




Create your link

[image: ../_images/media_1403705047021.png]

	Select external

	Enter your web address

	The Link Title can be used to provide more information about the link.

	You can select whether you would like the link to open in a new browser window.

	Click on OK.






Save your changes

[image: ../_images/media_1403705378173.png]
Scroll down to the bottom of the page and click on Save.







          

      

      

    

  

    
      
          
            
  
Change a Column Title

You can change the title on your column. You will also need to change the name of the column so that this change is reflected in the navigation on the left of your team page.


Compose

[image: ]
Go to your team page. Click Compose on the toolbar at the top of the page.




Edit column title

[image: ]
Move your cursor to the column you would like to edit to reveal an Edit button. Click the Edit button to go to the editing interface.

[image: ]
Enter the new column title in the Title field.




Save

[image: ]
Scroll to the bottom of the editing interface and click the Save button.

[image: ]
The column title will have changed.




Change column name in navigation

[image: ]
However, the column title won’t have changed in the navigation on the left of the team page. You will need to rename the column to change this.




Content

[image: ]
Click Contents on the toolbar at the top of the page.

[image: ]

	Select the checkbox next to the column you would like to rename.

	Click the Rename button.



[image: ]

	If you would like the web address to reflect the name of the column enter a new address in the New Short Name field (this forms the part of the address after your team name). Use lower case and don’t include any spaces.

	Enter the new column title in the New Title field.

	Click the Rename All button.






Team page

[image: ]
Click View to return to your team page.

[image: ]
The navigation now uses the new column name.







          

      

      

    

  

    
      
          
            
  
Change the Link Name in the Lefthand Navigation Bar


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Restrict a Column Page to SSO

It is possible to restrict pages in your column to users with a SSO login. If you would like to do this please email: webmaster@medsci.ox.ac.uk





          

      

      

    

  

    
      
          
            
  
Set up an Alias / Give a Page an Alternate Web Address


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



Setting up an alias enables you to give a page an alternate web address. This can be used, for example, if you wish to have a simpler or shorter web address for publicity material or if you have moved the location of a page and would like set up the old web address as an additional address.

In this example we will give an Events page a shorter web address.


Find your page and click on Aliases

[image: ../_images/media_1403693032458.png]
Go to the page you would like to give an additional web address to and click on Aliases.

This page currently has a web address of: www.dpag.ox.ac.uk/seminars/conference-genetic-approaches-to-study-the-neurobiology-of-learning-and-memory
In the next step we will give this an alias of: www.dpag.ox.ac.uk/neurobiology




Enter alternative web address

[image: ../_images/media_1403693100061.png]

	Enter the alternative web address. Don’t include the first part of the web address (e.g. www.dpag.ox.ac.uk) - start with the first slash after ox.ac.uk . Don’t have spaces in your web address - use hyphen instead.

	Click on Add.



[image: ../_images/media_1403693133067.png]
You will now see the alias listed.




Remove an alias

[image: ../_images/media_1403693167860.png]
To remove an alias:
1. Select the check box next to alias you would like to delete.
2. Click on the Remove button.







          

      

      

    

  

    
      
          
            
  
Hide Profiles by Type in the Our Team Section


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Add an Item to a List of Items Column

You can pull items from other parts of the website - for example news items - onto a list of items column. This shows you how to do this.


Compose

[image: ]
Go to your team page and click Compose on the toolbar at the top of the page.




Search for item

[image: ]
Search for the item you would like to add in the seach box on the left of the screen.




Drag item to column

[image: ]
Hold your mouse button down on the item you would like to add to your column and drag it to the list of items column. You will see that the list of item column changes colour as you drag the item onto it.




Change order of items

[image: ]
New items are added to the bottom of the column. To change the order go to the editing interface by moving your cursor over the column to reveal and click the Edit button in the top left corner.




Move item

[image: ]
Hold your mouse button down on the title of the item you would like to move and drag it to the correct position.




Save

[image: ]
Scroll to the bottom of the editing interface and click Save.




Further information


	Remove an Item from a List of Items Column









          

      

      

    

  

    
      
          
            
  
Change the Order of Profiles in a Profiles Listing Column

This show you how to change the order of profiles in a column listing profiles.


Compose

[image: ]
Click Compose on the toolbar at the top of the screen.




Edit column

[image: ]
Click Edit on the top left corner of the column you would like to make changes to, to bring up the editing interface:

[image: ]
Scroll down the page until you reach the list of people:

[image: ]
Hold you mouse button down on the name of the person you would like to move to a different place in the list. Drag the person to the required position:

[image: ]



Save your changes

[image: ]
Scroll to the bottom of the editing interface and click Save.




Additional Information


	Remove Profiles from a Column Listing Profiles

	Add a Profile to a Column Listing Profiles

	Change the Title of a Column









          

      

      

    

  

    
      
          
            
  
Add a FAQ

You have the option to have a set of FAQs on your team page. This shows you how to add a FAQ to an existing FAQs list.

If you would like to set up a FAQs section please email webmaster@medsci.ox.ac.uk


Contents

[image: ]
Click Contents on the toolbar at the top of the page.

[image: ]
Select your FAQs section which will show you a list of all your FAQs:

[image: ]



Add FAQ

[image: ]
Click Add new... on the toolbar at the top of the page and select FAQ Item.




FAQ

[image: ]

	Enter your question.

	The short answer will display on the FAQ page, the FAQ listing page and on search results. Entering a short answer will help people know whether the FAQ is what they are looking for.

	Enter the FAQ answer.

	Click the Save button to create the FAQ:



[image: ]



Publish FAQ

[image: ]
You need to publish the FAQ so that visitors to the website can view the page.

Click State: in the top right corner of the page and select Publish. The State will change to Published:

[image: ]



FAQ on Team page

[image: ]
Returning to your team page you will see the FAQ has been added to the bottom of your FAQs list.

To change the display order of FAQs see the Change the Display Order of FAQs guide.




Further Information


	Create a FAQs section

	Edit a FAQ

	Change the Display Order of FAQs

	Set the number of FAQs on display on your team page









          

      

      

    

  

    
      
          
            
  
Add a Column Page

This show you how to add an additional page to one of your columns of further information at the bottom of your team page.


Contents

[image: ]
Click Contents on the toolbar at the top of the screen on your team page.

[image: ]
This lists the columns on your team page.

Click the name of the column you would like to add a page to.




Column contents

[image: ]
This list all the pages, links and documents in the column.




Add new web page

[image: ]
To add a new page click Add new... on the toolbar at the top of the page and select Web Page.




Add page details

[image: ]

	Enter the name of your page. It is best to keep page names short.

	Short title. If you enter a short title this will form the last part of the web address - the part after your team name.

	Page summary - this forms the first paragraph of your page and displays in a slightly larger font than the rest of the page. It will also display in the column under the page title and in search results. Adding a summary helps users assess whether this is the information they are looking for.

	Add the main content of the page.

	Click the Save button






Publish the page

[image: ]
You need to publish the page to make it visible to your website visitors.

Click State: on the right of the toolbar at the top of the page and select Publish.




Published

[image: ]
You will see that the state has now changed to Published.

New links are added to the bottom of the column. To change this see the guide below.




Further information


	Create an Internal Link

	Create a Link to an External Website

	Create an Email Link

	Unpublish a Page

	Add an Image to a Column Page









          

      

      

    

  

    
      
          
            
  
FAQs Short Answer

This shows you where the FAQ short answer field displays.


FAQs listing page

[image: ]
The short answer display below the FAQ title on the page listing your FAQs.




Search results

[image: ]
Short answers display on search results. This helps people assess whether the FAQ will provide them with the information they are looking for.







          

      

      

    

  

    
      
          
            
  
Research Section Display Options


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Add a Page to About Us


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Add an Image into the Main Text of your Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Assign a User to Edit a Profile


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



Usually a user will be assigned to edit a profile automatically, but if this hasn’t happened (or you would like to delegate profile editing to someone else) then this is the manual process.


Click the Sharing button

[image: ../_images/media_1403262848086.png]
Make sure you are on the relevant profile and click the Sharing button on the top left.

If you can’t see the toolbar at the top of the screen and this button then you probably don’t have permission to do this and you should consult your editor in chief.




Search for the user and assign them rights

[image: ../_images/media_1403263032992.png]

	Search for the user by name.

	Tick the Can edit layout and ...

	Tick the Can view boxes next to that user’s name - make sure you are ticking the boxes for that user and not Logged-in users

	Leave the Inherit permissions box ticked

	Click Save.






If you can’t find your user

[image: ../_images/media_1346684193180.png]
If nothing happens when you search for a person, then this means that you need to create a new user.

In this case, follow the Add New User tutorial and then come back to this section.







          

      

      

    

  

    
      
          
            
  
Change a Full Profile to a Stub Profile


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



This shows you how to change a full profile into a stub profile. If content has been added to a full profile this won’t be lost when the profile type is changed. If a profile is changed back into a full profile this content will be available.


Find profile

[image: ../_images/media_1401805057868.png]
Find the profile you would like to change and click on Edit on the left hand side of the toolbar at the top of the page.




Change profile type

[image: ../_images/media_1401805133083.png]
Scroll down to the bottom of the page to the Profile type box.
Click on the drop down list and select Stub profile.




Save profile

[image: ../_images/media_1401805198417.png]
Click on Save.







          

      

      

    

  

    
      
          
            
  
Remove a Team Member

This shows you how to remove people from the Our Team section of your team page.


Edit team page

[image: ]
Go to your team page and click Edit at the top of the page.




Remove team member

[image: ]
Scroll down the page to the Team members section.

The column on the left lists all people who are not currently listed as members of your team and the column on the right people who are.

To remove a team member:


	Select the person in the right column.

	Click the bottom arrow.

	Click Save.






Further Information


	Add a Team Member

	Change the Order of Team Members



If you are listing Profiles in a Column please see:


	Remove Profiles from a Column Listing Profiles

	Add a Profile to a Column Listing Profiles

	Change the Order of Profiles in a Column Listing Profiles









          

      

      

    

  

    
      
          
            
  
Change the Display Order of Research Group Members


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Our Team Display Options


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Set the Number of FAQs on Display on your Team Page

By default all your FAQs will display on your team page. If you have a long list you might want to limit the number showing on your team page with a link to the complete list.


Compose

[image: ]
Click Compose on the toolbar at the top of the page.




Edit FAQs

[image: ]
Click Edit in the top left of the FAQs tile to bring up the editing interface.




Set number of FAQs to display

[image: ]
Scroll to the Top level items limit box


	Enter the number of FAQs you would like displayed on your team page (if you would like to display all FAQs enter 0).

	Click the Save button.






Team page

[image: ]
On your team page you will now see the number of FAQs specified in the previous step along with a link to a list of all your FAQs.




Exit compose

[image: ]
To exit the Compose interface click View at the top of the screen.




Further Information


	Create a FAQs section

	Edit a FAQ

	Add a FAQ

	Change the Display Order of FAQs









          

      

      

    

  

    
      
          
            
  
Create an Email Link

You can add email links to the main text content area of a page.

Note: not all visitors to your website will use email systems which support clickable email links.


Edit page

[image: ]
Go to the page you would like to add the email link to.

Click Edit.




Create link

[image: ]
Scroll down to the text editing box.


	Highlight the text you would like to turn into an email link.

	Click the link creation icon.



[image: ]
Click the Email tab.

[image: ]

	Enter the email address for the link.

	If you enter text into the Subject field this will form the subject line of the email link.

	Click OK.






Save

[image: ]
Scroll to the bottom of the page and click the Save button.







          

      

      

    

  

    
      
          
            
  
Links in the Left Hand Navigation


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Change the Display Order of Webpages, Links or Documents in a Column

By default webpages, links and documents display in the order they were added to the column. This shows you how to change the order.


Contents

[image: ]
Click Contents on toolbar at the top of your team page.




Columns

[image: ]
Select the column where you would like to change the order of the contents.




Change the order

[image: ]
This list shows the column contents in the order they appear on your team page. To change the order hold down your mouse button on the set of dots to the left of the item you would like to move and drag it to the correct position.







          

      

      

    

  

    
      
          
            
  
Add a Profile to a Column Listing Profiles

You can have a column listing profiles. This shows you how to add profiles.

If you would like to create a new column listing profiles please email webmaster@medsci.ox.ac.uk


Compose

[image: ]
To make any change to your column click on Compose on the toolbar at the top of the page.




Add Content

[image: ]
Search for the person you would like to add in the search box in the Add content section.




Add profile

[image: ]

	Hold the mouse down on the person’s name

	Drag to the column. This will change colour as you move over it.



If you need to change the order of the profile in the column see: Change the Order of Profiles in a Column Listing Profiles




Further information


	Remove Profiles from a Column Listing Profiles

	Change the Order of Profiles in a Column Listing Profiles









          

      

      

    

  

    
      
          
            
  
Create a New Profile


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Change your Team Name or Team Short Description

If you would like to make changes to your:


	Team name

	Team short description



email webmaster@medsci.ox.ac.uk

[image: ]




          

      

      

    

  

    
      
          
            
  
Add a Text Tile to your Profile

When your profile is first created you have an editable area of text running down the middle of the page. If you would like to add text to other parts of your profile you need to add a Text Tile. This shows you how to do this.


Edit your profile

[image: ]
Log in to the site and go to your profile. Click on the Edit my profile button on the top left hand side of the screen.




Tiles

[image: ]
You will now see a set of icons at the top of your Profile. Holding you mouse button down drag the icon to the part of your page where you would like to add the Text Tile (for example underneath your contact details).

[image: ]
When you drag the tile over an area of the page where you can add the tile a coloured box will appear. Let go of your mouse button to place the Text Tile in place of the coloured box.




Add text

[image: ]
You can now add text to the tile. Once you have finished editing your content click the Save button.




Save layout

[image: ]
Click the Save layout button.







          

      

      

    

  

    
      
          
            
  
Create an Internal Link

This shows you how to create a link to another part of your website.


Find your page

[image: ../_images/media_1403695185807.png]
Go to the page where you would like to create the link and click on Edit on the toolbar at the top of the screen.




Create your link

[image: ../_images/media_1403695509344.png]
Scroll down the page until you reach the Text box.
1. Highlight the text you would like to create the link on.
2. Click on the link icon. This will bring up the link creation box.

[image: ../_images/media_1403695284102.png]

	Make sure that Internal is selected.

	Click on Home and navigate to the page you would like to link to:



[image: ../_images/media_1403695461132.png]

	Select the page or section of the website you would like to link to.

	Click on OK.






Save your changes

[image: ../_images/media_1403695611489.png]
Click on Save at the bottom of the page to save your changes.







          

      

      

    

  

    
      
          
            
  
Add / Edit Quick Facts


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Edit a FAQ

This shows you how to edit a FAQ.


Select FAQ

[image: ]
Select the FAQ you would like to edit.




Edit FAQ

[image: ]
Click Edit on the toolbar at the top of the screen.




Make your changes

[image: ]

	Question Title

	Short Answer - The short answer will display on the FAQ page, the FAQ listing page and on search results. Entering a short answer will help people know whether the FAQ is what they are looking for.

	Answer

	Click Save






Further information


	Create a FAQs section

	Add a FAQ

	Change the Display Order of FAQs

	Set the number of FAQs on display on your team page









          

      

      

    

  

    
      
          
            
  
Add a Research Group Member


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Edit a Column Page

This shows you how to edit a page from one of the columns on your team page.


Select page

[image: ]
Click the title of the page you would like to edit to open the page.




Edit

[image: ]
Click Edit on the toolbar at the top of the page.




Make changes

[image: ]

	Page title - it is best to keep these short.

	Short title - with the current set up of the columns this is only relevant when setting up a new page.

	Page summary - this forms the first paragraph of your page and displays in a slightly larger font than the rest of the page. It will also display in the column under the page title and in search results. Adding a summary helps users assess whether this is the information they are looking for.

	Edit the main content of your page.

	Click the Save button






Further information


	Create an Internal Link

	Create a Link to an External Website

	Create an Email Link

	Add an Image to a Column Page









          

      

      

    

  

    
      
          
            
  
Add a Document to a Content Column

This shows you how to add a document to a Content Column.


Contents

[image: ]
Go to your team page and click the Contents link on the toolbar at the top of the screen.




Column

[image: ]
Click the name of the column you would like to add a document to.




Add Attachment

[image: ]
Click the Add new... link on the toolbar at the top of the page and select Attachment.




Document details

[image: ]

	Enter a title for your document. This will form the link to your document on the column.

	Enter a description for your document. This will display below the title of the document in your column and in search results, helping people to assess whether this is the information they are looking for.

	Click the Browse... button and select the document you would like to upload.

	Click Save.



[image: ]
Your document has been uploaded. Unlike webpages documents are automatically published so will be visible to visitors to the site as soon as you upload the document.




Further information


	Change the Display Order of Items in a Content Column









          

      

      

    

  

    
      
          
            
  
Change the Number of Latest Publications on Display


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



You can choose how many of your department’s latest publications you would like to display on your homepage. If you would prefer to select specific publications rather than displaying the most recent publications see the tutorials on the Selected publications portlet.


Select Portlets

[image: ../_images/media_1391527027570.png]
Go to your homepage and click on the Portlets link on the toolbar at the top of the page.




Go to Latest publications

[image: ../_images/media_1391527178467.png]
Click on the Latest publications portlet.




Number of publications

[image: ../_images/media_1391527152247.png]

	Enter the number of publications you would like to have displayed on your homepage.

	Save you changes.









          

      

      

    

  

    
      
          
            
  
Change your Name or Job Title on a Profile


Open your profile

[image: ]
Go to your profile and click Edit on the right of the page.




Personal information edit box

[image: ]
When you hover over your name you will see an Edit button. Click the Edit button.




Edit box

[image: ]
Make the required changes and click the Save button in the bottom right hand corner.




Save your profile

[image: ]
Click on the Save layout button to save your profile.







          

      

      

    

  

    
      
          
            
  
Sourcing Images

Please see the article on the Haiku Help Centre [https://sharepoint.nexus.ox.ac.uk/sites/medsci/haiku/help-centre/SitePages/Sourcing%20images.aspx]





          

      

      

    

  

    
      
          
            
  
Delete an Image from the Image Library


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Change the Order of Team Members


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



There are two ways in which you can change the order of the Team Members in the Our team section; either by choosing how many places in the list you would like to move the person or by dragging and dropping the name to the required place.


Our Team section

[image: ../_images/media_1350983342228.png]
Go to the Our Team section and click on Contents on the top toolbar.




Contents view

[image: ../_images/media_1350983420935.png]
Click on the Team section that you would like to reorder.




Moving people by a specified number of places

[image: ../_images/media_1350983609065.png]
This is the first way in which you can move people.
1. Select the person you would like to move.
2. From the drop down menu choose how many place up or down the list you would like to move the person.
3. Click on the Up or Down button to make the move.




Drag and drop

[image: ../_images/media_1350984114388.png]
This is the second way in which you can move people.
Find the name you would like to move and click on the set of dots next to it higlighting the name. Keep your mouse button held down and drag the name to the required location in the list.







          

      

      

    

  

    
      
          
            
  
Remove Profiles from a Column Listing Profiles

You can have a column listing profiles. This shows you how to remove profiles.

If you would like to create a new column listing profiles please email webmaster@medsci.ox.ac.uk


Compose

[image: ]
Click on Compose on the toolbar at the top of the page.




Edit

[image: ]
Click the Edit button in the top left corner of the column you would like make changes to. This will bring up the editing interface:

[image: ]
Scroll down the editing interface until you reach the names of the people listed in the column.

[image: ]

	Click the cross to the bottom right of the person you would like to remove.

	Click the Save button.






Further information


	Add a Profile to a Column Listing Profiles

	Change the Order of Profiles in a Column Listing Profiles

	Change the Title of a Column









          

      

      

    

  

    
      
          
            
  
Change the Order of Publications on a Research Group Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Delete a Text Tile from your Profile

This shows you how to delete a Text Tile from your Profile.


Edit Profile

[image: ../_images/media_1403620201002.png]
Log in and go to your profile. Click on the Edit my profile button on the right of the page under the University logo.




Delete tile

[image: ../_images/media_1403620367875.png]
Go to the text tile you would like to delete and click on Edit. This button appears when you hover over the text tile.

[image: ../_images/media_1403620430910.png]
Click on the Delete tile button at the bottom of the text tile’s editing interface.

[image: ../_images/media_1403620491124.png]
Click on OK.




Save layout

[image: ../_images/media_1403620519322.png]
Click on the Save layout button on the top right of the page.







          

      

      

    

  

    
      
          
            
  
Choose whether Attachments are Downloaded or Opened in the Browser


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



You can choose whether attachments (eg Pdf or Word documents) uploaded to your site open in the browser window or download.


Site Setup

[image: ../_images/media_14123224987251.png]
Click on your name on the toolbar and select Site Setup from the drop down list.




Site config

[image: ../_images/media_14123225316321.png]
Click on Site config.




Attachment behaviour

[image: ../_images/media_1412327311066.png]

	Select the Attachment Behaviour checkbox if you would like attachments to download. If the box is unchecked attachments will open in the browser window.

	Click on Save.









          

      

      

    

  

    
      
          
            
  
Remove Publications from a Research Group Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Research Group Overview


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Remove an Alias


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



This show you how to delete an alias which has been set up as an additional web address for a page.


Find your page

[image: ../_images/media_1401793694559.png]
Go to the page where you would like to remove the alias and click on Aliases on the top tool bar to take you to the Manage Aliases page.




Manage Aliases page

[image: ../_images/media_1401793834747.png]
You will see a list of aliases which have been set up for the page.
1. Select the check box next to the alias you would like to delete.
2. Click on the Remove button.







          

      

      

    

  

    
      
          
            
  
Change the Web Address on a Profile


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



Shows you how to change the name part of a profile’s web address (eg: the nicole-harris part of the following profile web address: www.medsci.ox.ac.uk/team/administration/nicole-harris).

If you would like to change the whole web address (eg: so that the profile at: www.medsci.ox.ac.uk/team/administration/nicole-harris is available at: www.medsci.ox.ac.uk/nicole-harris) you need to set up an alias. See the Set up an Alias / Give a Page an Alternate Web Address guide for details.


Find the profile

[image: ../_images/media_1401721168828.png]
Go to the profile you would like to edit and click on Actions. Select Rename.




Change the URL

[image: ../_images/media_1401721275185.png]

	Enter the new name in the New Short Name box.

	Click on Rename All to make the changes.









          

      

      

    

  

    
      
          
            
  
Move Content from one Listing Column to another Listing Column


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Add an Image to a Research Group page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Publications - Site Setup


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



The Publications page on the Site Setup menu gives you several options for the administration of publications on your website. This explains how these options work.


Go to Site Setup

[image: ../_images/media_1403259459244.png]
To get to the Publications section click on your name on the top right hand side of the tool bar at the top of the screen.

Select Site Setup.




Publications

[image: ../_images/media_1403259506275.png]
Click on Publications.




Manage publications

[image: ../_images/manage-publications.png]

	The publications feed from Symplectic to the website is updated every night. If you need the update to happen more quickly click on the Force Publications Update button. Your request will be placed into a queue - there is likely to be a time-lag between pressing the button and publications newly added to Sympletic appearing. Forcing the publications to update might result in your site slowing down as the publications update is very resource heavy (and why the automated update happens overnight).

	If your site doesn’t have a Symplectic publications feed information in this field populated the ‘types’ filter on the publications landing page. It also provides the types that are put into this box in the backend for the publications to be manually tagged with these.

	The URL entered into this box creates links through to the article details on PubMed.

	These are the sources which Sympletic uses. Where publication information is available from more than one source details are taken from the first source in the list that they appear in. If you would like to change the order of these sources please contact us (haiku@medsci.ox.ac.uk).

	If you would like to receive an email notification when new publications have been added to your website enter you email address in this box. You can enter multiple address - add each address to a new line.

	This is the web address of the section of the website where your publications display.









          

      

      

    

  

    
      
          
            
  
Link Summary Field


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



The link summary field will display on the pages listing the link, in columns and on search results, as show in the examples below.

Incuding a description of the link in the summary field will help people assess whether this is the information they are looking for.


Content listing page

[image: ]



Columns

[image: ]



Search results

[image: ]






          

      

      

    

  

    
      
          
            
  
Add an Image into the Main Text of your Page

This shows you how to add an image into the main text content of your page. You need to upload the image to the Image Library first. See the **Upload an Image to the Image Library** guide if you need instructions on how to do this.


Edit page

[image: ]
Go to the page where you would like to add the image.

Click Edit.

[image: ]
Scroll down the page to the text editor.


	Place your cursor where you would like to insert the image.

	Click the camera icon.






Image Library

[image: ]
You will see a list of the folders in your Image Library.  Select the relevant folder.




Select image

[image: ]

	Select the image you would like to add.

	Enter a description.

	Select the position of the image. Ideally have all images on the right side of the page to have a consistent look and feel to pages.

	Select the image size. If selecting one of the predefined sizes the image will resize on the width of the image rather than the height.

	Click OK.






Save the page

[image: ]
Click the Save button.







          

      

      

    

  

    
      
          
            
  
Remove an Item from a List of Items Column

A list of items columns enables you to add items from other parts of the website to your team page. This shows you how to remove an item from your team page.


Compose

[image: ]
Go to your team page and click Compose on the toolbar at the top of the screen.




Edit column

[image: ]
Move your cursor over your list of items column to reveal the Edit button. Click the Edit button to go to the editing interface.




Remove item

[image: ]
Scroll down the editing interface to reach the item you would like to remove. Click on the cross on the bottom right of the item.




Save

[image: ]
Click the Save button at the bottom of the editing interface.







          

      

      

    

  

    
      
          
            
  
Add a Lead Image to a Research Group


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Add a New User


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Adding Group Editors


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Create a FAQs Section

You can have a set of FAQs in the columns of further information at the bottom of your team pages:

[image: ]
FAQs give you an effective way to:


	Provide answers to questions which you are asked over and over again.

	Flag up information on other websites eg the main University site.



If you would like an FAQs section added to your team page email webmaster@medsci.ox.ac.uk


Further Information


	Create a FAQs section

	Edit a FAQ

	Add a FAQ

	Change the Display Order of FAQs

	Set the number of FAQs on display on your team page









          

      

      

    

  

    
      
          
            
  
Add a Sub-page to a Listing Column Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

    
      
          
            
  
Links

Please see the article on the Haiku Help Centre [https://sharepoint.nexus.ox.ac.uk/sites/medsci/haiku/help-centre/SitePages/Links%20to%20external%20websites.aspx]





          

      

      

    

  

    
      
          
            
  
Columns of Further Information

Columns enable you to add additional information to your team pages.

There are three type of columns:


	Content column
  
    
    
    Log out from your Site
    
    

    
 
  
  

    
      
          
            
  
Log out from your Site


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add a Seminar / Event - Overview
    
    

    
 
  
  

    
      
          
            
  
Add a Seminar / Event - Overview


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Change the Image on a Research Group page
    
    

    
 
  
  

    
      
          
            
  
Change the Image on a Research Group page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add a new Category for News
    
    

    
 
  
  

    
      
          
            
  
Add a new Category for News


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



News Categories offer you a way to organise your news and help visitors to your site find what they are looking for. They display on the right hand side of the News page:

[image: ../_images/media_1401795189366.png]

Taxonomy

[image: ../_images/media_1412239562113.png]
New Categories are added in the taxonomy section. Click on the Taxonomy link at the top of the page.




News Item

[image: ../_images/media_1412239601791.png]
Click on News Item.




Edit categories

[image: ../_images/media_1412239680202.png]
Click on Edit.




Add new category

[image: ../_images/media_1412239823879.png]

	Type your new category on a new line in the Available categories box.

	Click on Save.






News Item editing interface

[image: ../_images/media_1401795473916.png]
When adding or creating News items these categories will now be available to you in the Categories lists towards the bottom of the Contents tab on the editing interface.
Categories in the left hand column are the categories available to you. Categories in the right hand column are categories that have been assigned to the news item.

To assign a category to a news item:
1. Highlight it in the left hand column.
2. Click on the top arrow to move it to the right hand column.
3. Click on Save.







          

      

      

    

  

  
    
    
    Give an Editor Permission to Create / Edit Forms
    
    

    
 
  
  

    
      
          
            
  
Give an Editor Permission to Create / Edit Forms


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Edit Contact Details
    
    

    
 
  
  

    
      
          
            
  
Edit Contact Details

This shows you how to edit the contact details on your team page.


Edit team page

[image: ]
Go to your team page and click Compose at the top of the page.




Edit contact details

[image: ]
Move your cursor over the contact details area to reveal an Edit button. Click the Edit button to go to the editing interface.

[image: ]
You will now see the text editing tile. Make your changes.




Save your changes

[image: ]
Scroll to the bottom of the text editing tile and click Save.




Further information


	Create an Internal Link

	Create a Link to an External Website

	Create an Email Link









          

      

      

    

  

  
    
    
    Delete Connections from your Profile
    
    

    
 
  
  

    
      
          
            
  
Delete Connections from your Profile


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



You can delete connections from your profile. You can either delete individual connections or the entire connections tile.


Edit profile

[image: ]
Click the Edit my profile button.




Edit Connections

[image: ]
To edit your connections click the Edit button on the top right hand side of your list of connections. The button will appear when you hover over the list of connections.




Delete a connection

[image: ]
To delete a connection click the red cross.

[image: ]
Click OK.




Save your changes

[image: ]
Click the Save button.




Delete the Connections Tile

[image: ]
To delete the entire connections tile click Delete tile.

[image: ]
Click OK.




Save layout

[image: ]
Click the Save layout button at the top right hand side of the your profile.







          

      

      

    

  

  
    
    
    Add a Text Column
    
    

    
 
  
  

    
      
          
            
  
Add a Text Column


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add a Connections Tile to your Profile
    
    

    
 
  
  

    
      
          
            
  
Add a Connections Tile to your Profile

The Connections Tile enables you to provide links to Research Groups, Colleges, other profiles and external institutions that you might be affiliated to. Once you have added a Connections Tile the Research Groups that you are a member of will be added automatically (after adding the Connections Tile you may have to refresh the page before you see your Research Group connections).


Edit profile

[image: ../_images/media_1403075230842.png]
Go to your profile and click on the Edit my profile button.




Select Connections Tile

[image: ../_images/media_1403075963146.png]
You will now see a set of icons at the top of your Profile. Click on Connections and keeping your mouse button pressed down drag the icon to the part of your page where you would like to add the Download tile (for example underneath your contact details or under your list of publications).




Place Connections Tile onto your page

[image: ../_images/media_1403076021653.png]
When you get to a section of your page where you can place the tile you will notice that the a pale coloured box appears. Letting go of your mouse button will place the Connections Tile in the place of the coloured box.




Add a College connection

[image: ../_images/media_1403076048448.png]
To add a College connection click on the drop down list and select College.

[image: ../_images/media_1403076289616.png]

	Select your college from the drop down list.

	Click on Add.

	Click on Save if you have finished adding connections. If you would like to add further connections follow the instructions below:






Add a connection to another person’s profile

[image: ../_images/media_1403076469903.png]
Select Profile from the drop down list to bring up a list of people who are in your department to bring up a list of everyone who has a profile in your department.

[image: ../_images/media_1403077097814.png]

	Select the person you want to connect to from the drop down list.

	Click on the Add button.

	Click on Save if you have finished adding connections or follow the instructions below to add a connection to an external organisation.






Add a connection to an external organisation

[image: ../_images/media_1403077152398.png]
Select External connection from the drop down list.




Enter external connection details

[image: ../_images/media_1403077265907.png]

	Enter the title of your affiliation.

	Enter the web address of the organisation.

	You can add a short description of your affiliation / name of the organisation.

	Click on the Add button.

	Save your changes.






Save layout

[image: ../_images/media_1403077564865.png]
Once you have finished adding connections click on the Save Layout button.







          

      

      

    

  

  
    
    
    Change the Order of Items in Columns
    
    

    
 
  
  

    
      
          
            
  
Change the Order of Items in Columns


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    <no title>
    
    

    
 
  
  

    
      
          
            
  <!DOCTYPE html PUBLIC “-//W3C//DTD XHTML 1.0 Transitional//EN” “http://www.w3.org/TR/xhtml1/DTD/xhtml1-transitional.dtd“>
<html xmlns=”http://www.w3.org/1999/xhtml“>
<head>



<meta http-equiv=”Content-Type” content=”text/html; charset=UTF-8” />
<meta name=”generator” content=”ScreenSteps http://www.screensteps.com/” />
<title>Delete Connections from your Profile</title>
<link href=”css/neutral.css” media=”screen” rel=”stylesheet” type=”text/css” charset=”utf-8” />
<link href=”css/prettyPhoto.css” media=”screen” rel=”stylesheet” type=”text/css” charset=”utf-8” />
<script src=”js/jquery-1.3.2.min.js” type=”text/javascript” charset=”utf-8”></script>


<script src=”js/jquery.prettyPhoto.js” type=”text/javascript” charset=”utf-8”></script>
<script type=”text/javascript” charset=”utf-8”>




	$(document).ready(function(){

	
	$(“a[rel^=’prettyPhoto’]”).prettyPhoto({

	show_title: false



});





});




</script>







</head>


	<body class=”lucida”>

	
	<div id=”wrapper”>

	
	<div id=”LessonContent”>

	
	<div class=”LessonHeader”>

	<h1 class=”LessonTitle”>Delete Connections from your Profile</h1>

	</div>

	<div class=”summary”>







<p>You can delete connections from your profile. You can either delete individual connections or the entire connections tile. </p>





</div>



<div id=”step_1” class=”lessonStep top”>


<h2 class=”StepTitle”>Edit profile</h2>
<div class=”image”>








<img src=”images/Delete_Connections_from_your_Profile/media_1403619388671.png” width=”556” height=”363” alt=”” />
</div> <div class=”instructions”>


<p>Click on the <strong>Edit my profile</strong> button.</p>



	</div>

	</div>
<div class=”clear”></div>
<div id=”step_2” class=”lessonStep top”>


<h2 class=”StepTitle”>Edit Connections</h2>
<div class=”image”>






<img src=”images/Delete_Connections_from_your_Profile/media_1403619429824.png” width=”473” height=”366” alt=”” />
</div> <div class=”instructions”>


<p>To edit your connections click on the <strong>Edit</strong> button on the top right hand side of your list of connections. The button will appear when you hover over the list of connections. </p>



	</div>

	</div>
<div class=”clear”></div>
<div id=”step_3” class=”lessonStep top”>


<h2 class=”StepTitle”>Delete a connection</h2>
<div class=”image fullsize”>






<a href=”images/Delete_Connections_from_your_Profile/media_1403619466973_lg.png” rel=”prettyPhoto” class=”image” target=”_blank”><img src=”images/Delete_Connections_from_your_Profile/media_1403619466973.png” width=”580” height=”419” alt=”Delete a connection” /></a>
<div class=”caption”><a href=”images/Delete_Connections_from_your_Profile/media_1403619466973_lg.png” rel=”prettyPhoto” target=”_blank”>Zoom</a></div>
</div> <div class=”instructions”>


<p>To delete a connection click on the red cross.</p>



	</div>

	</div>
<div class=”clear”></div>
<div id=”step_4” class=”lessonStep top”>


<div class=”image”>






<img src=”images/Delete_Connections_from_your_Profile/media_1407403521973.png” width=”553” height=”272” alt=”” />
</div> <div class=”instructions”>


<p>Click on OK.</p>



	</div>

	</div>
<div class=”clear”></div>
<div id=”step_5” class=”lessonStep top”>


<h2 class=”StepTitle”>Save your changes</h2>
<div class=”image”>






<img src=”images/Delete_Connections_from_your_Profile/media_1407403552096.png” width=”529” height=”439” alt=”” />
</div> <div class=”instructions”>


<p>Click on the <strong>Save</strong> button.</p>



	</div>

	</div>
<div class=”clear”></div>
<div id=”step_6” class=”lessonStep top”>


<h2 class=”StepTitle”>Delete the Connections Tile</h2>
<div class=”image”>






<img src=”images/Delete_Connections_from_your_Profile/media_1403879733583.png” width=”493” height=”220” alt=”” />
</div> <div class=”instructions”>


<p>To delete the entire connections tile click <strong>Delete tile</strong>.</p>



	</div>

	</div>
<div class=”clear”></div>
<div id=”step_7” class=”lessonStep top”>


<div class=”image”>






<img src=”images/Delete_Connections_from_your_Profile/media_1403879788073.png” width=”349” height=”201” alt=”” />
</div> <div class=”instructions”>


<p>Click on OK.</p>



	</div>

	</div>
<div class=”clear”></div>
<div id=”step_8” class=”lessonStep top”>


<h2 class=”StepTitle”>Save layout</h2>
<div class=”image”>






<img src=”images/Delete_Connections_from_your_Profile/media_1403879817523.png” width=”330” height=”194” alt=”” />
</div> <div class=”instructions”>


<p>Click on the <strong>Save layout</strong> button at the top right hand side of the your profile. </p>



	</div>

	</div>
<div class=”clear”></div>


</div>


</div>





</body>
</html>



          

      

      

    

  

  
    
    
    Add a Lead Image to a Research Theme
    
    

    
 
  
  

    
      
          
            
  
Add a Lead Image to a Research Theme


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add a Folder to the Image Library
    
    

    
 
  
  

    
      
          
            
  
Add a Folder to the Image Library


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Edit a Text Column
    
    

    
 
  
  

    
      
          
            
  
Edit a Text Column


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add a Tagline to your Profile
    
    

    
 
  
  

    
      
          
            
  
Add a Tagline to your Profile


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



A tagline gives you the opportunity to have a short one line summary of your research interests on your profile.

If you are a supervisor your tagline will also appear on lists of supervisors on the MSD Graduate School website. Taglines provide prospective students with an easy way to scan the options available.

This shows you how to add a tagline to your profile.


Edit profile

[image: ]
Go to your profile and click the Edit my Profile button.




Edit personal details tile

[image: ]
Hover over the section of the profile with your name to reveal an Edit button. Click the Edit button to bring up the editing interface.




Add tagline

[image: ]
Scroll to the bottom of the editing interface:


	Enter a short description of your research interests in the Tagline box.

	Click Save.






Save layout

[image: ]
Click the Save layout button at the top right of your profile.




Your tagline

[image: ]
You will now see the tagline on your profile under your job titles (above) and on lists of supervisors on the MSD Graduate school website (below).

[image: ]






          

      

      

    

  

  
    
    
    Editor Rights
    
    

    
 
  
  

    
      
          
            
  
Editor Rights


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]





	Adding Group Editors

	Give an Editor Permission to Create / Edit Forms

	Add a New User

	Finding an Oxford Username
	Use the Global Address List in your Nexus account

	Search for the person
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Edit an Image in the Main Text of your Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



This shows you how to edit an image added to the main text content of your page.


Edit page

[image: ../_images/media_1402386524380.png]
Go to the page with the image you would like to edit. Click on Edit.

[image: ../_images/media_1402386619155.png]

	Click on the image you would like to edit (you can delete the image at this point by pressing your Delete key).

	Click on the camera icon to bring up the image details:



[image: ../_images/media_1402386970652.png]
You have the following options:
1. Choose a different image.
2. Change the description.
3. Change the spacing around the image.
4. Chnage the size of the image.


	Click on OK.






Save your changes

[image: ../_images/media_1402387678389.png]
Click on Save.
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Log In to Your Site with Single Sign On


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Edit your Work Summary


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]




Go to your Profile

[image: ../_images/media_1354624467449.png]
Go to your Profile in the Our Team section of your website and click on the Edit button.

[image: ../_images/media_1354624537409.png]
Click on the Edit button in the box below your name. This brings up a text editor.




Text editor

[image: ../_images/media_1354624180410.png]
Enter details of your work into the text editing box.

The Text Editor ?????? (icons from left to right in the above image):

1. Text formatting:

B - Bold
I - Italic
U - Underline - use underlining with caution as people expect underlined text on webpages to be links.

2. Lists:

Bulleted list
Numbered list

3. Links:

Link icon. Highlight the text you would like to create the link on and click on this icon, to bring up a box giving you various link options. See the tutorial on creating External and Internal Links for further details.
Remove link icon. Click somewhere in the link text and click on this icon to remove the link.

4. HTML:

HTML - If you are familiar with HTML you might want view your page in HTML. Do this by clicking on this icon.

5. Text sizes:

H1 - larger underlined heading
H2 - smaller heading
P - this is the default setting for paragraph text.

Remember to click on the Save button after making your changes.




Save layout

[image: ../_images/media_1354624718954.png]
Click on the Save layout button.
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Add a Logo to your Homepage


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



This shows you how to add a logo to your homepage.


Logos

[image: ../_images/media_1381136463581.png]
You can add logos to the bottom of the homepage.




Edit homepage

[image: ../_images/media_1381137011139.png]
Go to your homepage and click on Edit on the toolbar at the top of the page.




Edit logos

[image: ../_images/media_1401969259317.png]
Click on the Logos tab.




Add logo

[image: ../_images/media_1381138109483.png]
To add your logo click on the Browse... button.




Select image

[image: ../_images/media_1381138254095.png]

	Find your image.

	Click on Open.






Add logo details

[image: ../_images/media_1381138364155.png]

	If you would like to link the logo enter the web address here. If you are linking to part of your own site don’t include the first part of the web address in the box - eg instead of www.medsci.ox.ac.uk/about/athena-swan-awards enter /about/athena-swan-awards

	Enter a title for the logo. This doesn’t display but creates a text description for people who are using screen reading software or text only browsers.






Add further logos and save

[image: ../_images/media_1381138814243.png]
Add further logos as required. Once you have added your logos scroll down to the bottom of the page and click on the Save button.
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Symplectic

Please see the article on the Haiku Help Centre [https://sharepoint.nexus.ox.ac.uk/sites/medsci/haiku/help-centre/SitePages/Publications%20-%20Sympletic.aspx]
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Add a new Category for Events


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



Event Categories offer you a way to organise your events and help visitors to your site find what they are looking for. They display on the right side of the Events listing page:

[image: ../_images/media_1403261467474.png]

Taxonomy

[image: ../_images/media_1412243966393.png]
New Categories are added in to the taxonomy section. Click on the Taxonomy link at the top of the page.

[image: ../_images/media_1412244071409.png]
Click on Event.




Edit event categories

[image: ../_images/media_1412244431758.png]
Click on Edit.




Add new category

[image: ../_images/media_1412244595536.png]

	Type your new category on a new line in the Available categories box.

	Click on Save.
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Publish your Webpage


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Hide a Publication

Please see the article on the Haiku Help Centre [https://sharepoint.nexus.ox.ac.uk/sites/medsci/haiku/help-centre/SitePages/Hide%20your%20Publications.aspx]
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Hide Profiles by Type in the Our Team Section


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add an Audio Clip to your Page
    
    

    
 
  
  

    
      
          
            
  
Add an Audio Clip to your Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Add Research Interests to a Profile (MSD Graduate School)

Research interests can be added to a profile. Research interests display on the profile, the list of all supervisors, on subject area pages and Doctoral Training Centre course pages.

This shows you how to add research interests to a local profile created on the MSD Graduate School site. Research interests for remote profiles need to be added by the supervisor to their profile on their department site.


Edit my profile

[image: ]
Go to the profile you would like to edit. Click Edit my profile on the right of the page.




Edit personal information

[image: ]
Move you cursor over the Supervisor’s name to reveal the Edit button. Click Edit.




Add research interests

[image: ]
Scroll to the bottom of ther Personal Information tile:


	Enter the research interests into the Tagline field

	Click Save



[image: ]
You can now see the research interest under the supervisor’s name.




Save layout

[image: ]
Click Save layout
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Change a Slide on the Homepage

Images for the slideshow on the Skills Training Homepage are stored at: https://www.medsci.ox.ac.uk/images/homepage

This shows you how to add a new slide to the slideshow. You need to upload the image first and then pull it onto the slideshow.


Upload image

[image: ]
Go to the images section for the Skills Training slideshow: https://www.medsci.ox.ac.uk/images/study/skills-training-slideshow.

To add a new image click Add new... from the toolbar at the top of the screen and select Image.

[image: ]
Enter the following information:


	Title - this forms the text on your slide.

	Click Browse and upload the image from your computer. The image should be 760px x 389px. The slideshow currently crops the bottom of the images slightly.

	Copyright information.

	Web address of the page you would like the slide to link to.

	Click Save.






Add slide to the homepage

[image: ]
Go to the homepage and click Compose on the toolbar at the top of the page.

[image: ]
Find the slide you just created. You can find it:


	In the list of recent items if you have just uploaded it.

	By searching for the item by the title in the search box.



[image: ]
Select the image and drag it across to the slideshow.




Delete a slide

[image: ]
You will need to delete one of the existing slides as you can only have three slides on the slideshow.

Hovering over the slideshow will bring up an Edit button in the top left corner. Click this button to open an editing window:

[image: ]

	Scroll to the bottom of the window and click  the x next to the slide you would like to delete.

	Click Save.
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Add a Link to a Column

You can add links to other websites to a content column on your team page.


Go to your team page

[image: ]
Click Contents on the toolbar at the top of your team page to see a list of your columns:

[image: ]
Click the name of the column you would like to add the link to.




Column contents

[image: ]
You will now see a list of the contents of the column.




Add Link

[image: ]
Click Add new... and select Link on the toolbar at the top of the page.




Link details

[image: ]

	Enter a title for the link

	Enter a description of the link in the Summary field. This will display under the link title in the column, on pages listing the link and in search results. Entering a description will help people assess whether this is the information they are looking for.

	Enter the web address for your link in the URL address field.

	Click Save button






Publish link

[image: ]
You need to publish the link to make it visible to your website visitors.

Click State: on the right of the toolbar at the top of the page and select Publish.




Published

[image: ]
You will see that the state has now changed to Published.

New links are added to the bottom of the column. To change this see the guide below.




Futher information


	Change the order of webpages, links or documents in a column
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Profiles


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Track Visitors to your Site with Google Analytics

You can track visitors to your website with Google Analytics. To do this set up a Google Analytics account at: http://www.google.com/analytics/ and generate the analytics tracking code. Send this code to haiku@medsci.ox.ac.uk and it will be added to your site.

You will need a Google account for your department to set up a Google Analytics account. You can either set up a Google email address (go to: http://accounts.google.com/SignUp) or use a University email address. You should use a general email address so that the account isn’t tied to an individual’s email address.

Help on Google Analytics is available from Google at: http://support.google.com/analytics/

We can also provide help and support - please email haiku@medsci.ox.ac.uk
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Upload an Image to the Image Library

This show you how to add an image to the Image Library.


Images

[image: ]
Click on **Images **on the top right of the page.




Select folder

[image: ]
Click on the name of folder you would like to add the image to.




Add image

[image: ]
Click on the Add new... drop down menu from the toolbar at the top of the screen.

Select Image.




Image details

[image: ]
Enter information about your image:


	Title

	A description of the image (optional)

	Copyright information.






Upload image

[image: ]
To upload the image either:


	Enter the web address of the image if the image has been published to the web



Or


	Click on Browse ... to upload the image from your computer.






Uploading image from your computer

[image: ]

	Select the image

	Click Open.






Save the image

[image: ]
Click Save.
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Add a YouTube Video to an About Us page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Add a Website Address to your Contact Details


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Link a Logo on a Research Group Page to a Website


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Delete a Text Column


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Add a Jobs Feed


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Finding an Oxford Username


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



How to find an Oxford Username. Oxford usernames are published in the University’s address book.


Use the Global Address List in your Nexus account

[image: ../_images/media_1346442021575.png]
In the web interface, click the address book icon.




Search for the person

[image: ../_images/media_1346442392833.png]
The Oxford username is listed next to ‘alias’ in the address book entry.
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Create a New Profile


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



This shows you how to create profiles for new members of staff. You can create three different types of profiles:


	Full profiles give the member of staff an opportunity to include information about themselves, a photo, details of their publications etc.

	Stub profiles appear in staff listings giving a name and job title.

	External profiles give you a way of including team members from other institutions - you can link their profile to information about them on an external website.



You can also create remote profiles which allow you to include profiles on your site from other Haiku website. See the :doc:`Add a Remote Profile <add-a-remote-profile.html>`** **guide for details of how to do this.


Our team

[image: ]
Go to the Our Team section of the website and click on the Contents button on the toolbar at the top of the page.




Add new Profile option

[image: ]
Click on the Add new.. button on the toolbar at the top of the screen and select Profile.




Add Profile details

[image: ]
To create a profile add the following details:


	First name

	Last name

	The SSO username (for external profiles make up a username - external team members aren’t able to edit anything on their profiles)

	Email address

	This is only for external profiles - if you would like the university logo of the external organisation to appear to the right of the person’s name in the staff lists (in the same location as a profile image appears) select the university from the drop down list. If the university you need doesn’t appear in the drop down list please contact us - haiku@medsci.ox.ac.uk

	Select the profile type you would like from the drop down list - Full profile, Stub profile or External profile

	This is only for external profiles - if your external team member has profile information on their home institution website enter the web address here

	Highlight the category the profile should be assigned to - you can select more than one.

	Click the top arrow to assign the categories selected in step 8 to the profile.

	Click Save.



Staff members with full profiles can now edit them.

Publish profiles when they are ready to be seen by the public.
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Add a Jobs Feed


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



You can add a Job Feed to any page on your website. This shows you how to do this.


Find your jobs feed address

[image: ]
Go to https://data.ox.ac.uk/feeds/ and click on Vacancies to take you to a page listing jobs feeds for all departments at the University.

[image: ]
Find your department and click on the vacancies link.

[image: ]
Copy the web address.




Your site

[image: ]
Go to the page you would like to add the jobs feed to and click on Edit on the tool bar at the top of the page.

[image: ]
Scroll down the page until you reach the Text box. Paste the vacancies web address you copied from the data.ox.ac.uk into your page.




Create a link

[image: ]
Turn the web address you just copied into a link linking to the web address you just copied and pasted.

Scroll down to the bottom of the page and save your changes.

You will now see that you have a list of vacancies in your page. Clicking on a job title will bring up details of the vacancy.

[image: ]
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Remove a Research Group Member


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Edit a Listing Column page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Create a Form


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Add an Attachment to a Course Page

This shows you how to add an attachment (pdf or word document) to a Skill Training course. This process has two stages: you need to upload the document and then add a portlet to the right side of the page to link to the attachment.


Add new

[image: ]
Go to the course page.

Click Add new... and select Attachment.




Upload document

[image: ]

	Give your document a title.

	Click Browse and upload your file.

	Click Save.






Return to the course page

[image: ]
Click the course title in the breadcrumb trail to go back to your course page.




Portlet

[image: ]
If your page hasn’t already got a portlet on the right of the page you will need to add one. See the Add a Portlet to the Right Side of a Course Page guide for details on how to do this.




Link attachment from the portlet

[image: ]
Click your name at the top right of the page and select Manage portlets.

[image: ]
Click the portlet title to open the editing interface:

[image: ]
Type a heading and link text for you document.

[image: ]

	Highlight the text you would link to create the link on.

	Click the link icon.



[image: ]

	Select the document you just uploaded (this should be visible when you open the link box; if it isn’t use the breadcrumb trail or search box to find your document).

	Click OK.






Save portlet

[image: ]
Scroll to the bottom of the page and click Save.

[image: ]
Click Return to go back to your course page.

[image: ]
Your document has now been added to your course page.







          

      

      

    

  

  
    
    
    Add a Text Tile to your Profile
    
    

    
 
  
  

    
      
          
            
  
Add a Text Tile to your Profile

When your profile is first created you have an editable text area running down the middle of the page. If you would like to add text to other parts of your profile you need to add a Text Tile. This shows you how to do this.


Edit your profile

[image: ]
Log in to the site and go to your profile. Click the Edit my profile button on the top left hand side of the screen.




Tiles

[image: ]
You will now see a set of icons at the top of your Profile. Holding you mouse button down drag the icon to the part of your page where you would like to add the Text Tile (for example underneath your contact details).

[image: ]
When you drag the tile over an area of the page where you can add the tile a coloured box will appear. Let go of your mouse button to place the Text Tile in place of the coloured box.




Add text

[image: ]
You can now add text to the tile. Once you have finished editing your content click the Save button.




Save layout

[image: ]
Click the Save layout button.
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MSD Departments using Haiku

The following departments in the Medical Sciences Division use the Haiku CMS for their websites. Academic staff from these departments are likely to have profiles on their department website. These can be pulled onto the MSD Graduate School supervisors area.


May 2017


	Nuffield Department of Clinical Neurosciences [http://www.ndcn.ox.ac.uk/]

	Department of Experimental Psychology [http://www.psy.ox.ac.uk]

	Nuffield Department of Obstetrics and Gynaecology [http://www.obs-gyn.ox.ac.uk]

	Department of Paediatrics [http://www.paediatrics.ox.ac.uk]

	Department of Physiology, Anatomy and Genetics [http://www.dpag.ox.ac.uk]

	Nuffield Department of Orthopaedics, Rheumatology and Musculoskeletal Sciences [https://www.ndorms.ox.ac.uk/]

	Nuffield Department of Population Health [http://www.ndph.ox.ac.uk]

	Nuffield Department of Primary Care Health Sciences [http://www.phc.ox.ac.uk]

	Department of Pharmacology [https://www.pharm.ox.ac.uk/]

	Department of Psychiatry [http://www.psych.ox.ac.uk]

	Nuffield Department of Surgical Sciences [http://www.nds.ox.ac.uk]






Further information

Add a New Supervisor to the MSD Graduate School
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Unpublish a Supervisor (MSD Graduate School)

You can unpublish a supervisor so that users to the site won’t be able to see the supervisor. You also have the option to delete a supervisor.


Retract profile

[image: ]
Go to the supervisor profile you would like to unpublish.

Click the Published button on the toolbar at the top of the screen and select Retract from the drop down list.

[image: ]
You will now see that the profile state has changed to: New.




Further information

Delete a Supervisor (MSD Graduate School)
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Edit a Form Thank You Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]
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Change the Order of Form Fields


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add a Link to a Lisiting Column
    
    

    
 
  
  

    
      
          
            
  
Add a Link to a Lisiting Column


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Change the Display Order of FAQs
    
    

    
 
  
  

    
      
          
            
  
Change the Display Order of FAQs

By default FAQs display in the order they were added to the website. This shows you how to change the order. In this example we are going to move How do I create a new FAQ? to the top of the list:

[image: ]

Contents

[image: ]
Click Contents on toolbar at the top of your team page.




FAQs

[image: ]
Select your FAQs section.




Change the order of FAQs

[image: ]
This list shows the FAQs in the order they appear on your team page. To change the order hold down your mouse button on the set of dots to the left of the FAQ and drag the FAQ to the required position - in this case the top of the list:

[image: ]



Team page

[image: ]
Returning to the team page you can see the FAQ is at the top of the list.




Further Information


	Create a FAQs section

	Edit a FAQ

	Add a FAQ

	Set the number of FAQs on display on your team page









          

      

      

    

  

  
    
    
    Contents, View and Edit buttons
    
    

    
 
  
  

    
      
          
            
  
Contents, View and Edit buttons


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Images & Image Management System
    
    

    
 
  
  

    
      
          
            
  
Images & Image Management System



	Sourcing Images

	Add an Image into the Main Text of your Page

	Crop an Image with Pixlr
	Open pixlr

	Open your image

	Find your image

	Select the crop tool and size of image needed

	Save the image

	Name your image

	Save the image to your computer





	Add a Folder to the Image Library

	Upload an Image to the Image Library
	Images

	Select folder

	Add image

	Image details

	Upload image

	Uploading image from your computer

	Save the image





	Delete an Image from the Image Library









          

      

      

    

  

  
    
    
    Add a Team Member
    
    

    
 
  
  

    
      
          
            
  
Add a Team Member

You can add anyone who has a profile on the Medical Sciences Division website to your team.

If you need a profile for a new member of staff please email: webmaster@medsci.ox.ac.uk


Edit Team Page

[image: ]
Go to your Team page and click Edit at the top of the page.




Team members

[image: ]
Scroll down the page to the Team members section.

The column on the left lists all people who are not currently listed as members of your team and the column on the right people who are.

To add a team member:


	Select the person you would like to add from the list in the left column.

	Click the top arrow.






Change the order of team members

[image: ]
To change the order of the team member make sure that the name is selected and click the up and down arrows to move the person to the required position.




Save your changes

[image: ]
Scroll to the bottom of the page and click Save.




Further Information


	Remove a Team Member

	Change the Order of Team Members



If you are listing Profiles in a Column please see:


	Remove Profiles from a Column Listing Profiles

	Add a Profile to a Column Listing Profiles

	Change the Order of Profiles in a Column Listing Profiles









          

      

      

    

  

  
    
    
    Change / Add Contact Details on your Profile
    
    

    
 
  
  

    
      
          
            
  
Change / Add Contact Details on your Profile

You need to be logged in to make changes to your profile.


Edit profile

[image: ../_images/media_1401804361856.png]
Go to your profile and click on the Edit button.




Contact information

[image: ../_images/media_1401804440176.png]
Move your cursor over the Contact Information area to bring up the Edit button. Click on Edit.

[image: ../_images/media_1401804669488.png]
Change / add details as appropriate and click on Save.




Save the profile

[image: ../_images/media_1401804713153.png]
Click on the Save layout button.







          

      

      

    

  

  
    
    
    Edit the main Team Description
    
    

    
 
  
  

    
      
          
            
  
Edit the main Team Description

This shows you how to edit the main description area of your team page:

[image: ]

Compose

[image: ]
Go to your team page and click Compose at the top of the page.




Edit the main team description

[image: ]
Move your cursor over the main description area to reveal an Edit button. Click the Edit button to go to the editing interface.




Make your changes

[image: ]
You will now see the text editing tile. Make your changes.




Save your changes

[image: ]
After you have made your changes scroll to the bottom of the page and click Save.




Further information


	Create an Internal Link

	Create a Link to an External Website

	Create an Email Link









          

      

      

    

  

  
    
    
    Add Publications to a Research Group Page
    
    

    
 
  
  

    
      
          
            
  
Add Publications to a Research Group Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Change the Order of Columns
    
    

    
 
  
  

    
      
          
            
  
Change the Order of Columns


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add a Remote Profile
    
    

    
 
  
  

    
      
          
            
  
Add a Remote Profile


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



A remote profile enables you to add a profile from another Haiku website in your team listing. Changes made to the original profile are updated overnight on the remote profile.


Find profile

[image: ]
Find the profile of the person you would like to include on your Team page.

Copy the web address - if you are logged into the site don’t include the https




Team section

[image: ]
Go to your team section and click Actions on the right hand side of the top tool bar and select Add remote content.




Paste web address

[image: ]

	Paste the web address of the profile that you copied in the first stage into the Full URL of remote item box.

	Click Continue >>






Profile category

[image: ]

	Select the profile category - you can select more than one.

	Click Create.






Publish profile

[image: ]
The remote profile is now available on your site as an unpublished profile. To publish the profile click State on the right hand side of the tool bar and select Publish.







          

      

      

    

  

  
    
    
    The Text Editor
    
    

    
 
  
  

    
      
          
            
  
The Text Editor


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



The text editor is simple to use. It functions in a similar way to basic text editing in word processing packages.

[image: ../_images/media_1352215179339.png]
You have the following options (icons from left to right in the above image):

1. Text formatting:

B - Bold
I - Italic
U - Underline - use underlining with caution as people expect underlined text on webpages to be links.

2. Lists:

Bulleted list
Numbered list

3. Links:

Link icon. Highlight the text you would like to create the link on and click on this icon, to bring up a box giving you various link options. See the tutorial on creating External and Internal Links for further details.
Remove link icon. Click somewhere in the link text and click on this icon to remove the link.

4. HTML:

HTML - If you are familiar with HTML you might want view your page in HTML. Do this by clicking on this icon.

5. Text sizes:

H1 - larger underlined heading
H2 - smaller heading
P - this is the default setting for paragraph text.


Copy and pasting from Word

Copying and pasting text from Word to the Text editor can cause formatting problems. You can often stop this from happening by copying and pasting the text into Notepad and then into the Text Editor. This should remove the extra formatting which causes problems.







          

      

      

    

  

  
    
    
    Add a Sub-page on a Listing Column Page
    
    

    
 
  
  

    
      
          
            
  
Add a Sub-page on a Listing Column Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add a News Item
    
    

    
 
  
  

    
      
          
            
  
Add a News Item


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add a New Column
    
    

    
 
  
  

    
      
          
            
  
Add a New Column

If you would like a new column of additional information to your team page email webmaster@medsci.ox.ac.uk





          

      

      

    

  

  
    
    
    Add a Listing Column
    
    

    
 
  
  

    
      
          
            
  
Add a Listing Column


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Change the Text and Link on the Cookie Banner
    
    

    
 
  
  

    
      
          
            
  
Change the Text and Link on the Cookie Banner


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



The Cookie Banner displays at the bottom of the screen the first time someone comes to your site. You can change the text on the banner and the page that the Find out more text links to. This shows you how to change the text and link on the banner.

If the Cookie Banner isn’t working on your site email haiku@medsci.ox.ac.uk asking for it to be switched on.

[image: ../_images/media_1401350284711.png]

Site Setup

[image: ../_images/media_1401350066769.png]
Click on your name on the right side of the page.
Select Site Setup from the drop down menu.




Cookie Law

[image: ../_images/media_1401350091165.png]
Click on Cookie Law.

[image: ../_images/media_1401350200251.png]
Make your changes:
1. This text appears in bold on the left of the banner.
2. Main banner text.
3. This is the page which the Find out more text links to. Don’t enter the www.deptname.ox.ac.uk part of the address.
4. Save your changes.







          

      

      

    

  

  
    
    
    Enabling a Group Editor to Find their Group
    
    

    
 
  
  

    
      
          
            
  
Enabling a Group Editor to Find their Group


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



WHY: If your whole site is still unpublished it is difficult for your group editor to find their group. If your research section is published then you don’t need to worry about this.


Go to the Research Section

[image: ../_images/media_1346945719651.png]
You are going to make sure that your editor can see (‘view’) but not edit the entire research section.
Go to the Research section at the very top level of your website.
Click the Sharing link.




Assign the View permission

[image: ../_images/media_1346945861602.png]

	Search for your editor.

	Tick the ‘Can View’ box.

	Click Save.






Add the Editor to their Group

[image: ../_images/media_1346946131755.png]
When you now go to the Group page and click the Sharing link, you will see that all the group editors are listed and that there is no box available to tick for ‘Can View’. This is because they inherit that permission from the Research section.  You can still assign the Can add and Can edit rights to the particular editor of that Research Group.







          

      

      

    

  

  
    
    
    Sync a Remote Profile Manually
    
    

    
 
  
  

    
      
          
            
  
Sync a Remote Profile Manually


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



Remote profiles sync automatically overnight. You can also sync a profile manually. This shows you how to do this.


Go to the remote profile

[image: ../_images/media_1408005332307.png]
Go to the profile you would like to update and click on Actions.




Update profile

[image: ../_images/media_1408005412478.png]
Click on Update remote content.







          

      

      

    

  

  
    
    
    Move a Team Member from one Section to another
    
    

    
 
  
  

    
      
          
            
  
Move a Team Member from one Section to another


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



You can move team members from one column to another in the Our team section using the cut and paste functions in the Contents display. This shows you how.


Our team - Contents display

[image: ../_images/media_1403078565047.png]
Go to the Our team section of the website and click on Contents.




Our team - sections

[image: ../_images/media_1403078671900.png]
Click on the section where the person you would like to move is.




Select the person you would like to move

[image: ../_images/media_1403078734828.png]

	Click in the check box next to the name of the person you would like to move.

	Click on Cut.






Go back to the team sections

[image: ../_images/media_1403078789023.png]
Scroll up to the top of the page and click on the ^ Up one level button to return to the Our Team section names.




Our team - sections

[image: ../_images/media_1403078839119.png]
Click on the section you would like to move the person to.




Move the profile

[image: ../_images/media_1403078886321.png]
Click on paste.







          

      

      

    

  

  
    
    
    Change the Heading of the List of Team Members
    
    

    
 
  
  

    
      
          
            
  
Change the Heading of the List of Team Members


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Aliases - Upload a CSV file of Aliases
    
    

    
 
  
  

    
      
          
            
  
Aliases - Upload a CSV file of Aliases


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



Aliases give you the option to provide an alternative web address for a page on your website.
If you wish to create a number of aliases you might find it easier to upload a CSV file of aliases rather than creating aliases for each page individually. This shows you how to do this. (For details on how to set up aliases for a single page see the Set up an Alias / Give a Page an Alternate Web Address guide.)


Create your CSV file

[image: ../_images/media_1382600692811.png]
You need to create a two column CSV file:
1. The first column is a list of the current web addresses you would like to create aliases for. Don’t include the first part of the web address (e.g. www.medsci.ox.ac.uk) - start with the slash after ox.ac.uk
2. The second column is the list of the aliases you would like for the pages in column one.

Save your file. (If using Excel to create your file change the file type to CSV from the default Excel Workbook option.)

Once you have created your file login to your website.




Site Setup

[image: ../_images/media_1401805568625.png]
Click on your name on the right hand side of the toolbar at the top of the page and select Site Setup from the drop down list.




Redirection and Aliases

[image: ../_images/media_1401805606195.png]
Click on Redirection and Aliases.




Select file

[image: ../_images/media_1401805726860.png]
Click on the Browse... button and navigate to your file:

[image: ../_images/media_1382622441831.png]

	Click on the name of your file.

	Click on the Open button.






Upload file

[image: ../_images/media_1401805907714.png]
Click on the Upload button to create your aliases.







          

      

      

    

  

  
    
    
    Change the Order of Team Members
    
    

    
 
  
  

    
      
          
            
  
Change the Order of Team Members

This shows you how to change the order of team members in the Our Team section of your team page.


Edit team page

[image: ]
Go to your team page and click Edit.




Reorder team member

[image: ]
To change the order of a team member:


	Select the name of the person you would like to reorder.

	Use the up and down arrows to move them to the required position.

	Click the Save button.






Further Information


	Add a Team Member

	Remove a Team Member



If you are listing Profiles in a Column please see:


	Remove Profiles from a Column Listing Profiles

	Add a Profile to a Column Listing Profiles

	Change the Order of Profiles in a Column Listing Profiles









          

      

      

    

  

  
    
    
    Hide / Delete a Portlet
    
    

    
 
  
  

    
      
          
            
  
Hide / Delete a Portlet

This show you how to hide or delete a portlet on the right side of a course page.


Manage portlets

[image: ]
Click your name in the top right of the screen and select Manage portlets.




Delete or hide portlet

[image: ]
You can:


	Delete a portlet by clicking the x

	Hide the portlet by clicking the Hide button. Use this option if you are likely to use a portlet on the page in the future.



[image: ]
Click the Return button to go back to your page.







          

      

      

    

  

  
    
    
    Add an Image to a Column Page
    
    

    
 
  
  

    
      
          
            
  
Add an Image to a Column Page

You can add a banner style image across the top of a column webpage. This image needs to be 702 pixels wide x 336 pixels high.


Edit page

[image: ]
Go to the page you would like to add an image to and click Edit on the toolbar at the top of the screen.




Media section

[image: ]
Select the Media link.




Upload image

[image: ]
Click Upload to open the image upload box.

[image: ]

	Enter a title for the image

	Click Browse... and select the image from your computer. The image needs to be 702 pixels wide by 336 pixels high. If you have any problems resizing your image email webmaster@medsci.ox.ac.uk.



[image: ]
Scroll down the image upload box. Enter some descriptive text in the summary box. This is the text that people who use screen readers (and search engines) will use to know what your image is about.

[image: ]

	Enter copyright information for the image.

	Click the Add button.



[image: ]

	You will see that you image has been uploaded to the page.

	If appropriate enter a caption for the image (optional).






Save

[image: ]
Scroll to the bottom of the page. Click Save.




Your page

[image: ]
The image has been added to your page, with the caption below the image and the copyright information in the bottom right corner.







          

      

      

    

  

  
    
    
    Edit a News Item
    
    

    
 
  
  

    
      
          
            
  
Edit a News Item


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



[image: ../_images/media_1352192234479.png]
Go to the News Item you would like to edit and click on the Edit button on the left hand side of the tool bar at the top of the page.





          

      

      

    

  

  
    
    
    Add a Registration Link to an Event
    
    

    
 
  
  

    
      
          
            
  
Add a Registration Link to an Event


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Crop an Image with Pixlr
    
    

    
 
  
  

    
      
          
            
  
Crop an Image with Pixlr

Shows you how to resize images using pixlr online photo editor.


Open pixlr

[image: ../_images/media_1349619806280.png]
Go to http://pixlr.com/ and click on Open Pixlr editor (Advanced).




Open your image

[image: ../_images/media_1349619888008.png]
Click on Open Image from computer.




Find your image

[image: ../_images/media_1349620815315.png]
Navigate to your image and click on Open.




Select the crop tool and size of image needed

[image: ../_images/media_1349635287074.png]

	Click on the crop symbol a the top left of the Tools bar.

	Select Output size.

	Enter the width and height in pixels (eg 702 x 336 for a Research Group image).



[image: ../_images/media_1349635517682.png]
[image: ../_images/media_1349635574610.png]
Click on the screen outside of




Save the image

[image: ../_images/media_1349635633306.png]
Click on File on the left of the top tool bar. Select Save... to bring up the following screen:




Name your image

[image: ../_images/media_1349635789337.png]

	Name the image.

	Click on OK.






Save the image to your computer

[image: ../_images/media_1349635906725.png]
Navigate to the folder where you would like to save your image.
Click on Save.







          

      

      

    

  

  
    
    
    Delete a Research Group from a Research Theme
    
    

    
 
  
  

    
      
          
            
  
Delete a Research Group from a Research Theme


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Move a Team Member from one Column to another
    
    

    
 
  
  

    
      
          
            
  
Move a Team Member from one Column to another


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Homepage
    
    

    
 
  
  

    
      
          
            
  
Homepage


Note

These user guides are being phased out and replaced with guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]




Homepages have been replaced with cover pages - see: https://fry-it.atlassian.net/wiki/display/HKB/Cover+pages for details







          

      

      

    

  

  
    
    
    Choose the Date Format on Event Pages
    
    

    
 
  
  

    
      
          
            
  
Choose the Date Format on Event Pages


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



You can choose whether dates on events on your site display with or without ordinals eg.  1st April or 1 April**.**
Note: The University style guide states that dates should be displayed without ordinals. The style guide is available for download from: http://www.ox.ac.uk/public_affairs/services_and_resources/style_guide/index.html


Site Setup

[image: ../_images/media_1412322498725.png]
Click on your name on the toolbar and select Site Setup from the drop down list.




Site config

[image: ../_images/media_1412322531632.png]
Click on Site config.




Use ordinals

[image: ../_images/media_1412322569055.png]

	Select the Use ordinals checkbox if you would like to your dates to include ordinals.

	Save your changes.









          

      

      

    

  

  
    
    
    Getting Help
    
    

    
 
  
  

    
      
          
            
  
Getting Help


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Add / Edit Contact Details
    
    

    
 
  
  

    
      
          
            
  
Add / Edit Contact Details


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Team
    
    

    
 
  
  

    
      
          
            
  
Team


Note

These user guides have been replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Change the Length of the Course iFrame
    
    

    
 
  
  

    
      
          
            
  
Change the Length of the Course iFrame

This shows you how to change the amount of space available on the page for the course information feeding from the database.


Edit page

[image: ]
Go to the course page. Click Edit on the toolbar at the top of the screen.

[image: ]
Click the Extensions tab.




Change height

[image: ]
Change the height value. Start increasing or decreasing the value by 100 or 200.




Save

[image: ]
Scroll to the bottom of the page and click Save.







          

      

      

    

  

  
    
    
    Change the Image on a Research Theme Page
    
    

    
 
  
  

    
      
          
            
  
Change the Image on a Research Theme Page


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]







          

      

      

    

  

  
    
    
    Change a Profile Image
    
    

    
 
  
  

    
      
          
            
  
Change a Profile Image


Note

These user guides are being phased out and replaced with the guides on Haiku Knowledge Base [https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base]



This shows you how to replace an image on a profile. If you want to delete an image without replacing it please login to the helpdesk and ask for it to be removed.


Go to profile

[image: ]
Go to the profile where you would like to change the image.

Click on Edit my profile.




Change the image

[image: ]
Move your cursor over the profile image to bring up the Edit button. Click on the Edit button to bring up the editing interface:

[image: ]

	Click on **Browse ... **and upload the new image.

	Click on Save.






Save layout

[image: ]
Click on the Save layout button.
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