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Note: These user guides are being phased out and replaced with the guides on Haiku Knowledge Base

Contents:

Contents 1


https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base

Haiku User Guide Documentation, Release v.1

2 Contents



CHAPTER 1

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
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CHAPTER 2

Policies & Guidelines

University Standards and Policies

Please see the article on the Haiku Help Centre

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/University%20Standards%20and%20Policies.aspx
https://sharepoint.nexus.ox.ac.uk/sites/medsci/haiku/help-centre/SitePages/Copyright,%20Licensing%20and%20Rights.aspx
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CHAPTER 3

How to edit...

Note: These user guides are being phased out and replaced with the guides on Haiku Knowledge Base

Profiles

Note: These user guides have been replaced with the guides on Haiku Knowledge Base

Research Groups

Note: These user guides have been replaced with the guides on Haiku Knowledge Base

About Us

Note: These user guides have been replaced with the guides on Haiku Knowledge Base

News



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

Events

Note: These user guides have been replaced with the guides on Haiku Knowledge Base

Forms

Note: These user guides have been replaced with the guides on Haiku Knowledge Base

MSD Support & Services

Style guide

For the most part, we have adopted the University Style Guide 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.

8 Chapter 3. How to edit...


https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base
https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base
https://fry-it.atlassian.net/wiki/display/HKB/Haiku+Knowledge+Base
http://www.ox.ac.uk/sites/files/oxford/media_wysiwyg/University%20of%20Oxford%20Style%20Guide.pdf

Haiku User Guide Documentation, Release v.1

Profiles

University of Oxford e
ABOUT LS DEPARTMENTS RESEARCH STUDY  SUPPORT & SERVICES  GET INVOLVED MEWS EVENTS
L] Support & Services Al=on Brindle
Alison Brindl
Comm
MSe Sci Comm
RELAT
DIVISIONAL COMMUMICATIONS MAMAGER A
n
s O
| am responsible for developing and implementing new . N
internal communication channels and streamlining
exisling communications activity across the Medical
Sciences Division. | work closely with departmental and | CAMN
central communication, administrative and support teams
to ensure the effective sharing of information, resources :
and best practices. | produce the internal monthly staff €
; s !
CONTACT INFORMATION e-newsletier, OxfordMedSei News, and manage such (
exlernal communication channels as the Division's
Email alison brindle@medsiclox. ac.uk website and Twitter account, @OxfordMedSci. =L
U
Tel © +44 (011865 221215 Cn behalf of divisional and departmental communication . A
staff. | oversee the MSD Communications Network, its e
associaled mailing list and SharePoint site. The network s P
rovides members the o runity 1o share information
e LOCATION P proriuntty 1 i
and address issues specific to Medical Sciences " R

Medical Sciences Divisional Office
University of Oxford

Level 3, John Radcliffe Hospital
Onxford OX3 90U

| represent the Division on the Joint Communications
Committee (between the University and Oxford University
Hospital NHS Trust) and the Senlor Managers Intemal
Communications Group. and am a member of the
Committee on Library Provision and Strategy (CLIPS),
the Communications and External Relations sub-group of
the Oxford Innovation Working Group and the Haiku
Owersight Committee

Before coming to Oxford in January 2013, | was UCL
Meurosclence Domaln’s Communications and Events

.7. MSD Support & Services Officer, responsible for driving and enhancing thg
domain's overall internal and external communication

and engagement strateqy and project managing all major

11 Menro=science events | alen worked with the vigitor
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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.

1. 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

2. Related Links and Resources: Bullet any links you add

3. 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 0OX3 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!

¢ | work on the divisional website in the divisional office.

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

10 Chapter 3. How to edit...
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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

Accessibiity Cookies Contactus  Login

EVENTS

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).

3.7. MSD Support & Services 11
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Edit profile

)N

VICES GET INVOLVED

Actions - Display~  Add new. .- State: Published - Nicol

Welcome Nicole Harris  Accessibility  Cookiee  Contactus  Images  Forms  Taxonomy

NMEWS EVENTS Search Q

m

PPORT OFFICER

Edit my profile

MEMBER OF

Communications and Web Te

| CAN HELP YOU WITH

» Editing Haiku websites (see our Haiku User
Guides)
s Organising your web content

Go to your profile. Click Edit my Profile.

12
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/ 1 "

Contact Downloads Connections

MEMBER OF

Nicole

Communications and Web Tear

arrls e

| CAM HELP YOU WITH

WEB SUPPORT OFFICER

Editing Haiku websites (see ¢
Guides)
Organising your web content

As web support officer | am responsible for day to

‘ activities of web projects in the Division. Thi Writing for the web

Google Analytics
= Writing user guides for Haiku sites

Creating new sites on the MS

» 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.

3.7. MSD Support & Services 13
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Save layout

ple Harris  Accessibility Coockies  Contactus Images Forms  Taxonomy

NEWS EVENTS

MEMBER OF

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.

14 Chapter 3. How to edit...
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Accessd

University of Oxford

MEDICAL SCIENCES DIVISION

ABOUT US DEPARTMENTS RESEARCH sTUDY SUPPORT & SERVICES CET INVOLVED NEWS EVENTS

L] Support & Services Communicatons and Web

@ Communications & Web

e IN THIS SECTION The Communications and Web team work with researchers, staff, students and central Commu
4 l“'---"fs'n?.rw.fi;‘.vf:s to coordinate and facilitate internal and external communications across the commu
division.
Web:
YWe are responsible for developing and implementing new internal communication webma:
channels, streamlining exisling communications activity across the Medical Sciences

Division and managing a variety of external communications channels

Resources

Policies

QUR"

FAQs For staff and students in the Division, we produce the monthly internal e-newsletter,

OxfordMedSei News, which includes many important updates and opportunities, as well o
as links to seminar listings and current news, regular interviews with colleagues, and =~
feature articles from different labs. We also manage the weekly events digest,

seminars, talks and workshops taking place across the Division. Visitors are also invited

to view our e-newsletter archive, What's On calendar and follow our activities on

Twitter, @OxfordMedSci.

The Communications Manager oversees the MSD Communications Network, a
network of stafl in communication-related roles in the Division. The network provides
members the opportunity to share information and address issues specific to Medical
Sclences.

YWe manage the divisonal web presence, SharePoint sites, and image management
system and we are managing phases of the divisional websile, www.medsci site
development and redesign using our in-house expertise in project management and
usability.

We oversee the Haiku Development process in partnership with an external consuttant,
Fry-IT and support the Haiku Oversight Committee which oversees the project. We are
also in charge of documentation for Haiku and provide help and training

RESOURCES o POLICIES & CUIDANCE FAQS
4

Web Training Copyright What is
conten

7. MSD'Supporea services: In general web skills and How to respect copyright when re-using documentg and
help with editing Haiku websites. images on-line
How do
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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

16 Chapter 3

. How to edit...
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* Set the number of FAQs on display on your team page

MSD Graduate School

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

Actions - Display~  Add new. .~ State: | Ne

& Attachment
Welcome Nicole MaD Course

& Web Page

Restrictions. ..

W5 EVENTS

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.

3.8. MSD Graduate School 17
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Course details

Default Seftings

Title %

\._./n

Description

A short summary of the course

Course code %

[
=
Py
I
o

M-v
L]
1]
]
ili
1]
]

o " H1 H2 [P

Course type %

£ Taught Degrees
—

18 Chapter 3. How to edit...
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Enter the following details:
1. Course title

Course code

S

New course added

Your new course will be added to the bottom of the list of courses.

And then click the Save button

Fellowship Scheme
for Clinicians

Genomic Medicine
and Statistics

Infection Immunology
and Translational
Medicine

lon Channels and
Membrane Transport
in Health and Disease
(OXION)

MNeuroscience

Test course

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]

Image courtesy of Shutter

This Centre hosts sir
School. Structured D
Students spend the f
laboratories. Their m
This site provides:

s defails of all th

= instructions on

Information for cur

3.8. MSD Graduate School
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Change the order of courses

Contents View Compose Layout Edit

University of Oxford

!\/\EDICAL SCIEN

ABOUT US DEPARTMENTS RESEARCH

To change the order of the course click the Contents link on the toolbar at the top of the page.

20 Chapter 3. How to edit...
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Move course

Select: All
Title
[ O DTC Structured Research Degrees «
i O Cardiovascular Science
[ Chromosome and Developmental Biology
& Cellular Structural Biology
& Doctoral Training Fellowship Scheme for Clinicians
O Genomic Medicine and Statistics
[l Infection Immunology and Translational Medicine
0 lon Channels and Membrane Transport in Health and Disease (OXION)
[l Meuroscience
# @ ¥ Documents
@ [  Testcourse

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:

3.8. MSD Graduate School 21
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View

Select: All
Title

[l O DTC Structured Research Degrees +
[l Cardiovascular Science
o Chromosome and Developmental Biology

[l  Test course

[ Cellular Structural Biology
[l Doctoral Training Fellowship Scheme for Clinicians
[ Genomic Medicine and Statistics

Contents  View  Edit  Sharing  Aliases

University of Oxford

MEDICAL SCIENC

ABOUT US DEPARTMEMNTS RESEARCH S5TUIl

Click View to return to the main Doctoral Training Centre page.

22
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Course list

COURSES

Cardiovascular
Science

Chromosome and
Developmental
Biology

Test course

ellular structural

Biclogy L

Image courtesy of £
Doctoral Training

Fellowship Scheme This Centre ho
for Clinicians School. Struciu

Students spent
Geanomic Madicine laboratones. Ti

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)
e Delete a Course (MSD Graduate School)
e 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.

3.8. MSD Graduate School 23
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Retract page

Actions= State:  Published = Nicole

Hide
le Harris Choose actid Retract

Advanced. ..

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

Actions State: | New -~ MNicole H

e Nicole Harris Choose action.._.

You will see that the page State has changed to New.

Further information

e 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.

24 Chapter 3. How to edit...
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Actions

Actions - State:

Cut
Welcome Nicole ch\',.

Delete ‘h

Rename

Add remote content

[fal

Go to the course page.

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

Delete course

Do you really want to de

n Test course

UMIVERSITY OF OXFORD Freedom ¢

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.

3.8. MSD Graduate School 25
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Course page

View Edit Sharing Aliases

University of Oxford

!\/\EDICAL SCIENK

ABOUT US DEPARTMENTS RESEARCH 5T

13 Study Graduate School Courzes OTC Stn

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

Affiliation to Subject Areas

Ageing, Geratology and Degenerative Diseases i‘ Developmental Biology and Stem Cells
Bioinformatics, Statistics and Computational Biology Genes, Genetics, Epigenetics and Genol
Cancer Molecular, Cell and Systems Biology
Cardiovascular Sciences

Diabetes, Endocrinology and Metabolism

Gastrnenterolﬁi and HEEEIN%‘
]

Immunology

Microbiology, Infection and Tropical Medicine
Musculoskeletal Science

Neuroscience

e

Categories

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:

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

26 Chapter 3. How to edit...



Haiku User Guide Documentation, Release v.1

2. 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

Actions - State: | New |~ MNicole Harris

Site Setup
:ole Harris ~ Choose action__. Manage portiets
Manage behavio

Log out

Go to the course page.

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

3.8. MSD Graduate School

27
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Static text portlet

Secondary Portlets
Add portlet

v Add portlet. ..

Portlets assigned here

Static text

Block/unblock portlets

Click the **Static text **portlet link.

o

28

Chapter 3. How to edit...
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Edit portlet
B B I U x * E =2 82 E E @& <> " |H1 Hz

Q SUPPORTED BY

m  Wellcome Trust (primary funding body)

FURTHER INFORMATION

Link

A page or section of the site with more information

Link text

e_g. Find out more

Find out more

o
p

1. Make your changes.
2. 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.

P

3.8. MSD Graduate School

29



Haiku User Guide Documentation, Release v.1

Contents

Contents

View Compose Layout Edit

University of Oxford

MEDICAL SCIEN

ABOUT Us DEPARTMENTS RESEARCH

———

2]

3 Study Graduate School Courzes

Graduate Schoc

DOCTORAL TRAINING CENTRE

Go to the main page of the Doctoral Training Centre and click on Contents.

30
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Documents

4

—~
i -

Genomic Medicine and Statistics

o

Infection Immunology and Translational Medicine

EH
=

lon Channels and Membrane Transport in Health and Disease (O0

i
B

Meuroscience

O O O 0o O

i
i

¥ Documents

B

Click the Documents link to go to the section where documents are uploaded.

Add Attachment

Add new... - State: | New |~ Nicole

Welcome Hicole [ I ER =1 b
MSD Course
& Web Page

Restrictions. ..

H EVENTS Search Q

Click Add new... on the toolbar at the top of the page and select Attachment.

3.8. MSD Graduate School 31
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Upload document

Title %

o

Description

A short summary of the file contents

o

File

(5) Nofile selected.

4

Sortable name

If provided, this item will be sorted by title based on this field instead of main title field. This

being sorted by title only.

o 3
p

1. Add a title for your document.

2. The description is displayed in search results making them more meaningful to users of the site.
3. Click Browse ... and upload your file.

4. 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)

32 Chapter 3. How to edit...
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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

Contents View Compose Layout Edit Sharing

University of Oxford

!\/\EDICAL SCIENCI

ABOUT US DEPARTMEMNTS RESEARCH S5TUDY

* Study Graduate School Courses DOTC

Graduate School

DOCTORAL TRAINING CENTRE

Go to the main Doctoral Training Centre page.

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

3.8. MSD Graduate School
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Documents

TS

%
=

i
B

i
B

Doctoral Training Fellowship Scheme for Clinicians
Genomic Medicine and Statistics
Infection Immunology and Translational Medicine

lon Channels and Membrane Transport in Health and [

Meuroscience

o
&
&
=
O
=

¥ Documents

UNIVERSITY OF OXFORD F
MENICAI SCIENCES NIVISIOM

Click the Documents link to go to the section where documents are uploaded.

34
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Select document

b
B

& Fellowship application form

& Cardiovasular Science projects for 2015 entry

& Mental and cognitive health project listing 2016 entry
& GMS Statement of provision

& IITM statement of provision

& OXION statement of provision

O 8 0 O O O O

aEa (e aEad s
HHH . HH-H HH-H

& Structural Biology statement of provision

UNIVERSITY OF OXFORD Fres
1. Select the checkbox next to the document you would like to delete.

2. Click Delete.

Confirm deletion

Do you really war

= study/graduateschool/courses/dtc-structured-re

3.8. MSD Graduate School 35
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Click Delete.

Add a New Supervisor

There are two types of supervisor profiles.

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

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

Go to the Supervisors section

MEDICAL SCIENCES DIVISION

ABOUT U5 DEPARTMEMNTS RESEARCH STUDY SUPPORT & SERWICES GET INVOLVED HEWS EVEMTS

L] Shudy Graduals School

Supervisors

Fihnrh'lllasllmrnn:ﬂ.nl.’trtFFl.’:I-I.Ilf.lh1rdﬂPﬂRR'llv'.n’.‘.‘c'|'?

ALUDETWISOT

Both types of profiles are added from the main page of the supervisors section.

36 Chapter 3. How to edit...
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1. Add a remote profile

& www.dpag.ox.ac.uk/teamn,/group-leaders/christopher-ashley

&) Disable

Information- Miscellanecus~ f Outline~ f R

Cookiess # (C55- |J Forms- & Images-

DEPARTMENT OF

PHYSIOLOGY, ANATOMY
AND GENETICS

Medical Sciences Division

ABOUT US RESEARCH PUBLICATIONS SEMIMNARS OUR TEAM STUDY WIr

L1 Qur team Group Leaders Christopher Ashley

BTN Lo

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

Add remote content

Actions+  Display~  Add new..

Cut

Copy icole Harris Choose actic

S DIVISION e

Rename

Add remote content

SUPPORT & SERVICES CET INVOLVED EVENTS

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

3.8. MSD Graduate School 37
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Remote publisher

ABOUT US DEPARTMENTS RESEARCH STUDY SUPPORT & SERVICE!

# Study Graduate School Supervisors

Remote publisher

Full URL of remote item %

o ‘ http://www dpag.ox_ac_uk/team/group-leaders/christopher-ashley]
o

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

2. Click the Continue >> button.

38 Chapter 3. How to edit...
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Assign supervisor category

H Study Graduate School Supervisors

Step 2

Content type
Title
Publication date

Categories

Supervisor

(-2

HEIRAFREITY A AW rmAnm
Scroll down to the bottom of the page:
1. Select the Supervisor box to turn the profile into the a supervisor.

2. Click Create.

Publish profile

isplay~  Addnew. .~ State: | New ~ HNicole

Hide
le Harris Choose actig Publish

Advanced._.

Froadnm

3.8. MSD Graduate School
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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

Actions - Display -~ Add new._. - State: | Nég

2 Profile

M. Restrictions.

W

JENTS

To add a local profile go to the main supervisor page and click Add new and select Profile.
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Profile details

Add Profile

Default Personal Relations Remote MSD Study

First name

(-

Last name %

©

Username %

Enter the unigue identification for the user. If you use a Single Sign On system, please enter the ‘Username’ associa

(-

Email

©

University

Mo value

(-

Profile type

(-

Full profile

Sortable name

3.8. MSD GradadtélSchoolwill be sorted by title based on this field instead of main title field. This applis®ito locations, whe

(-
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To create a new local supervisor:
1. 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

Y »® Nk »w N

Click on the top arrow

Click Save

._.
e

Edit my profile

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:
1. Change / Add Contact Details on your Profile
2. Add Research Interests to a Profile (MSD Graduate School)
3. Add further research information to a supervisor (available soon)

4. Add alink to a supervisor’s department or personal website (available soon)
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Save layout

Cancel Save layout

After you have made your changes click Save layout.

Publish profile

isplay~  Add new... - State:  New ~ Nicole

Hide
le Harris Choose actig Publish

Advanced...

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

1. Add a Course and/or Subject Area to a Supervisor
2. Remove a Course and/or Subject Area from a Supervisor

3. Add a Supervisor to a Doctoral Training Centre Course
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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

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

Edit personal information

ict Downloads Connections

lest
S
Supervisor

Move you cursor over the Supervisor’s name to reveal the Edit button. Click Edit.
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Add research interests

Tagline SNF2 ATPases in genome stability and cancer

©

N Cancel E

nail here
Scroll to the bottom of ther Personal Information tile:
1. Enter the research interests into the Tagline field

2. Click Save

lest
Supervisor

SNF2 ATPases in genome stability and cancer

You can now see the research interest under the supervisor’s name.
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Save layout

Cancel

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

Contents ~ View  Edit  Sharing  Alia

Univgrsity of Oxford

M DICAL SCIENCES DI

ABOUT US DEPARTMEMNTS RESEARCH STUDY SUPPORT &

L1 Study Graduate School SUpErvisors Supervisors folder an ¢

CONTACT INFORMATION |
Go the supervisor’s profile. To edit:

1. Local profiles (profiles set up on the MSD website) click on Edit on the toolbar at the top of the page.
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2. 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

Edit Profile

p=

]
iT

=
)

[{=]
(T

Default Personal Relations Remote MSD Study

First name

[van

Last name

Click MSD Study.
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Add courses and subject areas

Related MSD courses

»

Biomedical Science: NI
Pathology

Doctoral Training Felio
Interdisciplinary Biosci

Biochemistry (DPhil)

Biochemistry (MSc by Research)

Biochemistry: OUW/TSRI (DPhil)

Biomedical Imaging Centre for Doctoral Training (EPSRC & MRC)
Cardiovascular Medicine

Cardiovascular Sclence

Cellular Structural Biology

Chromosome and Developmental Biolog
o

o/ Clinical Neurosciences
Experimental Psychology (1+3 ESRC Funded) -

BE

Related M5D subjects

Axis patterning - Developmental Biology and Stem Cells -
Bacteriology - Microbiology, Infection and Tropical Medicine g%?:‘?g#;rf;mg%&;ﬁg:
Biochemistry and chemical biology - Molecular, Cell and Systems Biology Cancer - Canr:er

Biomedical engineering - Translational Medicine and Medical Technology Genes, Genetics, Epigene
Blomedical engineering - Cardiovascular Sciences Molecular mechanisms (inc
Cancer diagnostics (biomarkers and imaging) - Cancer Molecular, Cell and Syster
Cancer therapeutics (including biologicals) and vaccines - Cancer n Neur u-deg.enerative dieeas
Cardiac development - Cardiovascular Sciences NEUTOSE [Ence - Neuroscier
Cardiovascular Sciences - Cardiovascular Sciences Structural biology - Bioinfo

Cell biology and microscopy - Molecular, Cell and Systems Biology

Cell commitment - Developmental Biology and Stem Cells
Cell fate snecification and differentiation - Nevelnnmental Binlnow and Stem Celis

or:
orn

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:
1. Click the course or subject area name on the left hand column.
2. Click the top arrow to the move the course or subject area into the right hand column.

3. 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.
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Edit supervisor’s profile

Contents View Edit Sharing Aliases

Univgrsity of Oxford

M DICAL SCIENCES DI

ABOUT US DEPARTMENTS RESEARCH STUDY SUPPORT &

H Study Graduate School Supervisors Supervizors folder an ¢

CONTACT INFORMATION |
Go the supervisor’s profile. To edit:
1. Local profiles (profiles set up on the MSD website) click on Edit on the toolbar at the top of the page.

2. 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
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MSD Study

Profile

Personal Relations

Click MSD Study.

Remote

MSD Study

50

Chapter 3. How to edit...



Haiku User Guide Documentation, Release v.1

Remove Course or Subject Area

Related MSD courses
Biochemistry il

Biochemistry: QUTSRI (DPhil) .=_|

Biomedical Imaging Centre for Doctoral Training (EPSRC & MRC)

Biomedical Science: NIH-OU (DPhily

Cardiovascular Medicine

Cardiovascular Science n

Cellular Structural Biology

Chromosome and Developmental Biology

Clinical Medicine

Clinical Neurosciences

Doctoral Training Fellowship Scheme for Clinicians - -

Pharmacology

Related M5D subjects

&

Abnormal psychology and mental health - Psychology and Psychiatry | Functional brain imagir
Adaptive immunity and autoimmune disease - Immunology —
Ageing, Geratology and Degenerative Diseases - Ageing, Geratology and Degenerative Di Immunology - Immunol

Allergy - Immunology Innate immunity and In
Alzheimer's disease - Agelng, Geratology and Degenerative Diseases MNeurosclence - Neuros
Anaemias - Haematology n Translational Medicine
Anti-microbial drugs - Microbiology, Infection and Tropical Medicine

Antipody and protein therapy - Translational Medicine and Medical Technology

Applied psychology - Psychology and Psychiatry \g

Axis patterning - Developmental Biology and Stem Cells
Bacteriology - Microbiology, Infection and Tropical Medicine -

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:
1. Highlight the course or subject area.
2. Click the bottom arrow.

3. Click the Save button.

Further information

1. Add a Course or Subject Area to a Supervisor

2. Add a Supervisor to a Doctoral Training Centre Structured Degree Course
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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

Contents View Edit Sharing Aliases

Univgrsity of Oxford

M DICAL SCIENCES DI

ABOUT U5 DEPARTMENTS RESEARCH STUDY SUPPORT &

# Study Graduate School Supervisors Supervizors folder an ¢

CONTACT INFORMATIOM |
Go the supervisor’s profile. To edit:
1. Local profiles (profiles set up on the MSD website) click on Edit on the toolbar at the top of the page.

2. 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
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MSD Study link

‘TOT1e

Personal Relations Remote MSD Study

Click the MSD Study link.

Add the course

Default Personal Relations Remaole MSD Study

Related M50 courses

Cardiovascular science

Cellular Structural Biology

Chromosome and Developmental Biology

Clinical Medicine |

Clinical Neurosciences
o
= Experimental Psychology

Experimental Psychology (1+3 ESRC Funded)

Genomic Medicine and Statistics

Infection Immunology and Translational Medicine

Interdisciplinary Bioscience DTP (BBSRC)

lon Channels and Membrane Transport In Health and Disease (OXION =

Musculoskeletal Sciences
Systems Approaches to Biomedical Science

P
.
| <]

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:

1. Hightlight the course you would like to add.
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2. Click the top arrow to allocate the course to the supervisor.

Save your changes
Antibody and protein therapy - Translational Medicir
Applied psychology - Psychology and Psychiatry

Axis patterning - Developmental Biology and Stem C
Bacteriology - Microbiology, Infection and Tropical b

Cancel

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

Actions~  Display~

Cut

ch}, icole Harris

| O N Delete W

Rename

Update remote content

: GET INVOLVED MEWS EVENTS

Go to the supervisor’s profile.

Click Actions on the toolbar at the top of the page and select Delete.
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Delete
Do you really we
= Christopher Ashley
Delete
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

Display - Add new... - State: Published - Nicole H

Hide
Welcome Nicole Harris Choose actig Retract

.

Advanced...

=

earch Q

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.
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Display = Add new... = State: | New - Nicole Hj

yme Nicole Harris Choose action_. v

UNIVERS QF

OXFORD

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)

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

All Courses

ABOUT US DEPARTMENTS RESEARCH STUDY SUPPORT & SERVICES GET INVOLVED

11 Study Skillz Training Course Catalogue All Courses

All Courses

CATALOGUE COURSE

“* NEW * GRAD Challenge 2015
Course Calendar

T secrets of highly successful resea

All Courses students
A Practical Guide to Planning a Re
Research and Study Skills Project under FEC
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Go to the All Courses section of the website - https://www.medsci.ox.ac.uk/study/skillstraining/coursecatalogue/

allcourses.

Add new page

Actions - Display~ ~ Addnew..~  State:

& Attachment
v ' ' Link
& Web Page

Restrictions. ..

TS

Click Add new from the toolbar at the top of the screen and select Web Page.
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Title

© -
ey

Short title

Summary

Used in item listings and search results

Text
B B I U » ¥ B =2 = =E £ @ H-
P =

"o

1. Enter the course title.

2. Click the embed icon.
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Smart Embed ®

Please inzert the iframe code.

it Haiku 1= not able to guarantes the quality of any embedded meadia.

fskills/skillscourse?courseId=36&
bookable=True" frameborder="0" width="100%"
height="1300" scrolling='"no'></iframe>

ol <iframe src="//skillstraining.medsci.ox.ac.uk

O EZI TR

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

1. 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).

2. Click Insert.

Cancel

Scroll to the bottom of the page and click Save.

3.9. MSD Skills Training 59



Haiku User Guide Documentation, Release v.1

Change web address of page

Actions~ Display ~

Cut
CDF'Y & Nicole Harris

Paste

Delete

Rename h

Add remote content

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.

(test)

New Short Name

Short name is the part that shows up in the URL of the item.

© -
N

New Title

Test

o=
S’

Change the text in the New Short Name box to the course ID and click the Rename All button.
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Change to 3 column view

Actions~  Display~  Addnew._.~

Default view

3 columns view Choose action..

q Select a content item as default view. ..

TINVOLVED MEWS EVENTS

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

Contents View Edit Sharing Aliases

Univegsity of Oxford

M DICAL SCIENCES

ABOUT US DEPARTMEMNTS RESEARCH S5TUDY su

* Study Skillz Training Course Catalogue All Courses

Go to the All Courses page and click Edit.
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= O
Course Ist Ycaro nd Year | 3rd Year ' Research Staff
=+ NEW ** GRAD Challenge 2015 'X N X
7 secrets of highly successful % x X x
research students
A Practical Guide to Planning a X X
Research Project under FEC
_Oiemic Writing Course
p
Advanced Light Microscopy X X X X
Advanced NMR (4 Session Course) X X X X
Assessment principles and practice
Biophysical Biochemistry X X X X

To add a new line to the table:
1. Click in the line before or after where you would like to add your course.
2. 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.
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Course page

Contents View Edit Sharing Aliases

Univgrsity of Oxford

DICAL SCIENCES

ADM T LT MCOANDTARACKTC NCCC AU T I €

Go to the course page and click Edit on the toolbar at the top of the screen.

HTML view

E = = = = @ = <> » Hi Hz

Click the < > icon to bring up the HTML view:

3.9. MSD Skills Training

63



64

Haiku User Guide Documentation, Release v.1

Update iframe

HTML Source Editor

m X
HTML Source Editor Word Wrap
<prx<iframe frameborder="0" height="1300" scrclling="nc"
src="httpsa://skillstraining.medsci gx.ac.uk/3kills/skillscourae?courseld=36s
"""" amprbockable=True™ width="100%">< amex</px
A (-
\—_/
e Update
\_/ P

Cancel

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

2. To remove the course link remove the text bookable=True .
3. Click the Update button.
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Save your changes

It provided, this item will be sored Dy title based on this neld Ins

are being sorted by title only.

Cancel

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

Actions ~ Display~  Add new..~ State: | N¢

Default view

3 columns view Choose action. .

; | O N Select a content item as default view.

ES GET INVOLVED NEWS EVENTS

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.
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Manage portlets

Add new... - State: | New - Micole Harris -

Site Setup

Choose action... Manage portlets

B

Search Q

Click your name on the right side of the page and select Manage portlets.

Add portlet

Secondary Portlets
Add portlet

v Add portlet... v

Add portlet. .
Archive

Categories

Mext course session
Our team portlet
OxTalks

Frogrammes
Selected publications
Similar items

Social icons

Statetet ., _________________

- M nnt hlne e -

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

66 Chapter 3. How to edit...



Haiku User Guide Documentation, Release v.1

Enter content

Header

Text %
E B I U x, x¥* BE & 2 = E @ s
= Categorized under:

®  Careers and Personal Development

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

2. Enter your main content in the text editing box.

Save

Mo 1 N UL B e

Find out more

Save Cancel
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Scroll to the bottom of the page and click Save.

Manage sidebar po

rimary Portlets
Add portlet

Add portlet. ..

Click Return to go back to your page.

Your portlet

CATEGORIZED UNDER:

d stimulate confidence. = Careers and Personal

Development

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.
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Manage portlets

|l new... - State: | New |~ MNicole Harris -

Site Setup

ose action... Manage portiets

UMIWEE

OXk

Search Q

Click your name on the toolbar at the top of the page and select Manage portlets.

Edit portlet

Secondary Portlets
Add portlet

Add portlet...

Portlets assigned here

Static text

Block/unblock portlets

The portlets on the right of the page are listed under secondary portlets.

Click the link to bring up the editing interface:
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A portlet which displays HTML text

Header

Text *
B B I U x * E 2 2 E E @ ams
Recommended for:

m  First Year DPhil

m  Second Year DPhil
®m  Third Year DPhil

m  Research Staff

Link

Make your changes. Scroll to the bottom of the page and click the Save button.

Manage sidebar portle

Primary Portlets
Add portlet

Add portlet...

Click Return to go back to your page.
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Hide / Delete a Portlet

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

Manage portlets

Add new... - State: | New |~ Micole Harris -

Site Setup

Choose action. .. Manage pDrtIets‘h

UNIVER

OXE

Search Q

Click your name in the top right of the screen and select Manage portlets.

Delete or hide portlet

Secondary Portlets
Add portlet

v Add portlet...

Portlets assigned here

Static text

Block/unblock portlets

You can:

ge
fo
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1. Delete a portlet by clicking the x

2. 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.

Manage sidebar pc

rimary Portlets
Add portlet

Add portlet...

Portlets assigned here

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

Actions~  Display~  Addnew..~  State: Ne

E Image

Welcome Nig ¥ Section

Restrictions. ..
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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.
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MU 1 Idé'«:

Lets you reference an external image or upload new image to the site.

Title

Summary

Used in item listings and search results.

Source URL

Enter the URL of an image that you would like to pull onto the page from an external source.

Image

Browse... | Mo file selected.

®

Image copyright

An optional url that the image will link to

The image will only link to the URL specified here when being used as a logo in the footer of the website.

©

Sortable name

If provided, this item will be sorted by title based on this field instead of main title field. This applies to locations
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Enter the following information:
1. Title - this forms the text on your slide.

2. 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.

3. Copyright information.
4. Web address of the page you would like the slide to link to.
5. Click Save.

Add slide to the homepage

Contents View Compose Layout Edit

Univeggity of Oxford

M ICAL SCIEN

Go to your homepage and click Compeose on the toolbar at the top of the page.

Filter items

Medical School

¥ Skills Training

¥ Skills Training - slideshow

¥ Study

Course calendar

Find the slide you just created. You can find it:
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1. In the list of recent items if you have just uploaded it.

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

LUpCOMmIing-courses

1 z @ 8
a8 Wi SN 12
15 7w

22 24 28 N

Select the image and drag it across to the slideshow.

Delete a slide

Course
calendar

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:
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Element titles should not be in excess of 65 characters. Having more than 65 characters may affect the display of your

slideshow.

Course calendar

Suppress title: Yes D o @

€
Space for something
Suppress title: Yes ':::' No '::"Z'
€
Space for something
Suppress title: Yes ':::' No 'E'
€

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

2. Click Save.

Change the Order of Slides on the Slideshow

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

Contents View Compose Layout Ed

Univergity of Oxford

ME ICAL SCII

ABOUT U3 DEPARTMENTS RESEARC

L) Study Skillz Training

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

]

Course
calendar

Space for
something ﬂ

Hover over the slideshow to bring up an Edit button. Click this button.
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Change the order of the slides

-Q—H [ N ||u||||||&
_______ Fdic Carousel Tile

A tile that shows a carousel of items

Layout {carcusel} #

Left tabbed

Carousel interval

The amount of time in milliseconds to delay between automatically cycling an item. If 0 carousel will not automatics

cycle.

5,000

D Randomize (carousel)

. ne D o Mgt show Read more button on any of the slides

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.
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Space for something

Suppress title: Yes Do @

Sp@ for something

Supprgss title: Yes O e @

Save Cancel

UMIVERSITY OF OXFORD Freedom of Information Privacy Policy Copyright Statement Accessibility Statement

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:

1. 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.

2. 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/getBookUntil Time/
ZPythonScriptHTML _editForm and login with the username and password for the old website (not your SSO
username and password).
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Change date

Bound Names context, container, script, trave
Last Modified 2015-03-22 20:00

return DateTime('2816-85-27") o
e

g | Save Changes | | Taller || Shorter || Wider |L

You may upload the source for getBookUntilTime
your local computer by clicking browse The conte

1. 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")

2. Click Save Change.

MSD Site Administrators

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. 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. Other news items will
be emailed to you.
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Add new

Actions - Display~  Add new.. State:

& Attachment
iOn Cover Page

] Mews [tem

¥ Section

Restrictions. ..

EVENTS

Published -

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.
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Add main content

A news item content

Default Options Media

Headline

(-

Lead or Intro

o

Text

©®
- T
H =
oy
r—_:
&
MN
[
i
]
i
i
<]
]
v

1. Enter the title.

2. 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.

3. 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/
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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

Categories

Athena Swan
Awards and Appointments o

Blﬁs

Events

General
Innovation
Research

Staff

Current Headlines
Important Updates

Sortable name

If provided, this item will be sorted by title based on this field instead of main title field. This applies to locati

are being sorted by title only

o
S’

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/).

1. 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.

2. Click the top arrow to move the items to the column on the right assigning them to the news item.
3. You can change the order of the categories by selecting the item and using the up and down arrows.

4. Click Save.
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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

[ Add new... - State:  New - Micole |

Hide
Publish

Advanced...

rris Choose action...

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

| new... = State:  Published - Micole

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 ltem

This shows you how to unpublish a news item.
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Add new... - State: Published - Nicole

Hide
Retract

Advanced. ..

ris Choose action. ..

UMIWERSITY OF

OXFORD

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.

ew.. - State: | New |~ Micole H

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.
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Edit page

Contents View Edit Sharing Alias:

5 15 3 testing sernver

University of Oxford

MEDICAL SC

Go to the news item and click Edit.
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Publication date

Publishing Date

If this date is in the future, the content will not show up

in listings and searches until this date

Wednesday, 04 January 2017, 08.03 AM o
e

0 January 2017 O

Su Mo Tu We Th Fr Sa

EEEEEEE
EDOmEEE -
15] 16]17] 18] 1s]20]21]
22 23] 24] 25 26 ] 25
B

Time

08.03 AM

Hour

content will nolonger

A\~ 4

Minute

me
p-—y

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

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

3. Click the Done button.
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Save

Cancel

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

Contents View Edit

Sharing

Aliases

DEPARTMENTS

RESEARCH

5TUDY SERVICES & SUPPORT

* Aboullis Contact us

Contact us

How to get in touch.

IN THIS SECTION

Welcome

Go to the page where you would like to add the image.
Click on Edit.

GENERAL

. Tel 01865
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Text E
B I U x ¥ = E @ £ » Hz/H1 P
General
m  Tel: 01865 221689
m  Fax: 01865 750750
»  E-Mail: enquines@medsci.ox ac.uk or use our contact form.
Admissions

9 For general enquiries about admaissions to Oxford contact the University Admissions Office.

Contact details for the subject area you are interested in are available on the University Graduat
Admissions website.

Scroll down the page to the text editor.
1. Place your cursor where you would like to insert the image.

2. Click on the camera icon.
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Image Library

Search sile

Images library

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

Search site o

Images library — Buildings

Intern

Title

John R

Descri|
John |

Inline

Mediu

(-

i

1. Select the image you would like to add.
2. Enter a description.

3. Select the spacing around the image.

4. Select the image size.

5. Click on OK.
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Position image on page

Admissions

& Cut (Ctri+X) N o
iquiries about admissions to (

Admissions Office| 2 Copy (Ctrl+C)

Contact details for ﬂ'ﬂi Paste (Ctrl+V) interested in are available on
Admissions websit{== Insert/Edit Link

25 Unlink
For further informai— Left
= Insert/Edit Image

Center
Pre-Clinical Medid  /'dnment = Right
A Insert/Edit Table  |=
= Full

m__ Tel- 01865 7TRRTRR

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

Admissions

For peneral enguiries abowt admassions to Oxford contact the University
Admissions Office.

Contact details for the subject area vou are interested in are avalable on the
University Graduate Admissions website.

For further informaticn about depres courses:

Click on the Save button.
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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 guide on
how to do this.

Upload image

Actions~  Display~  Addnew..~  State: Ne

&l Image
Welcome Nig ¥ Section

Restrictions. ..

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.
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MU 1 Idé‘:

Lets you reference an external image or upload new image to the site

Title

L

Summary

Used in item listings and search results.

Source URL

Enter the URL of an image that you would like to pull onto the page from an external source.

Image

Browse... | Mo file selected.

©

Image copyright

L2/

An optional url that the image will link to

The image will only link to the URL specified here when being used as a logo in the footer of the website.

©

Sortable name

If provided, this item will be sorted by title based on this field instead of main title field. This applies to locations
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Enter the following information:
1. Title - this forms the text on your slide.

2. 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.

3. Copyright information.
4. Web address of the page you would like the slide to link to.
5. Click Save.

Add slide to the homepage

Contents View Compose Layout Edit

Univeggity of Oxford

M ICAL SCIEN

Go to the homepage and click Compose on the toolbar at the top of the page.

Filter items

Medical School

¥ Skills Training

¥ Skills Training - slideshow

¥ Study

Course calendar

Find the slide you just created. You can find it:
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1. In the list of recent items if you have just uploaded it.

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

LUpCOMmIing-courses

g T e (e

1 z @ 8
a8 Wi SN 12
15 7w

22 24 28 N

Select the image and drag it across to the slideshow.

Delete a slide

Course
calendar

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:
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Element titles should not be in excess of 65 characters. Having more than 65 characters may affect the display of your

slideshow

Course calendar

Suppress title: Yes D o @

Space for something

Suppress title: Yes ) o @

Space for something

Suppress title: Yes D ne@

e

1. Scroll to the bottom of the window and click the x next to the slide you would like to delete.
2. 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 guide on the for details.
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Compose

Contents  View  Compose  Layout  Edit  Sharing  Aliases

nis a testing senver

University of Oxford

I\/\EDICAL SCIENCES DIVI

Go to the homepage. Click Compose on the toolbar at the top of the page.
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Add news item

Hide content chooser

You will find the news item either:

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

2. By searching for the item by title.

Ed Second keys

== -..

Staff: 1SS

now open,
deadline 30
Jan

New
construcron
role found for
cell demolition

Sleep and
circadian

100
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Drag the news item onto the slideshow.

Remove a slide from the slideshow

Staff: 1SS

now open,
d{ﬁdl ine30
Jan

K FalyY

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.

Suppress title: Yes O No @

Sleep and circadian rhythm disruption addressed with new Oxford spinout
Circadian

Circadian Therapeutics, a life sciences spinout of Oxford University, has been
established to identify and bring to market pharmaceutical and diagnostic platforms

9.@

for the effective management of ...

Suppress title: Yes O No @
Second key step for eye robot trial

A robot has been used to inject a drug into the back of the eye in a world first for
the next phase of a landmark clinical trial at Oxford's John Radcliffe Hospital.

®

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

2. Click Save.
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CHAPTER 4

Images

Note: These user guides have been replaced with the guides on Haiku Knowledge Base
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Image Management System

Upload an Image to the Image Management System (IMS)

Shows you how to upload an image to the Image Management System. 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.
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Upload

Kz

Home Home_Files and Folders

olde
Tools > Browser Uploads .
Reporting >
Search .
T i
"
HE’JI] [ ‘ |
Click on Uploads and then select Browser Uploads.
Choose a folder
E > '
ﬁ; !Hmwsar Uploads
»>
Destination folder =4 Choose a folder

Photographs copyright © University of Oudford. Digital Asset Management Software by Third

Click on the Choose a folder button
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Select folder

Felder Strsciire Sadecy @ FaTas Do, [hidcs Gk ORI Soorie 4 Creatn How =% Hairash
#y Top Level ol tha Lisesry " b

+ Cisrseal Pectias

- Taid Degzart s

- Paziis imagen
Resanich
Recent
M ndda Wi DT o1 Tl

g OK 3 cancel

On the left hand side of the screen select the folder you would like to upload your images to.

Drag and drop your image

Herve | My Bveese Lpoak o forome = Sumwch = Gdedhow e
L__ Browsen Uploads Pictures library
s LA
Fars : e
Destnation fooer  Test Depanment | BUKIngs ey
LTraicil BgnT L fmrphr Pl 7
By sfura e boge L A RCTES
 Uptoan | —— T
E ! [T Tee—— T E]
: ! By demara L TR ES

ey |

& Ller

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
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Destination folder Test Depariment / Bulldings

FProcessing complete

+" athena-swan-logo.png - image/png (22 KB)

W Finish and vigw = Browse for a file...
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Caption |

Alt tag (if differant from caplion) |

Keywords |

Copynight Motice |

Copyright owmer (if diferent fram copyright notica) |
License details / restrictions |

Date Created e -+ Unset

Source |

L

Last Changed [77 T.] [odober =] B0tz | [18]=] [22]=
=5 low =+ Unset

Upload Date 5 T] [Oaoner =] E013 | [16]=] [28]+]
oo v

EKF‘F]I' Date = Today =% Unsst

Mames of people |

Use ofimage [piaase Select B

Resinctions |
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- —

wre for details.

Athena
SWAN

Reference

Caption [

Alt tag (if different from caption) [

Any required metadata will e indicated with a red dot.

All of the files you uploaded have been added to the library.
You can upload more files or finish now.

= Upload more files = Finish

Photographs copynight © University of Oxford. Digital Asset Management Software
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Deslination odsr Bukdings
Lhegue agan

| Flus o Tetal ize: & KD

T e T [ e TR

[} research-group-image.ipg
Elealigﬂ [ stide-image.jpg
11 D) stigeshow.pno
File ame:  |Sample Pictures |
Files of Type: |All files |= |1
y T
Open Cancel _
Destination foldsr Buikdings
Choose again
Fia ~ w‘a“ﬂl add |
:ﬁl‘B Ramie |
41 KB
v

g L3
7 |Garmgle PidumePangeins jBg

& |Samgls FICUmETUIES g

TEI KB
i KB
TEQ KB
506 KB

5.1. Upload an Image to the Image Management System (IMS)
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. § files have been transferred, totalling 5.6 MB

een submitted for processing, and will be available shortly.

T,

Upload Complete

+" View the files now

9 0%

L2

Reference 19457295135 - Chrysanthemum jpg

o Caption |
S

Alt tag (if different from caption) |

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).
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Select the image

Displaying 1 - 15 of 15

Actlons

< g Selectéll

0O Clear &l

-Bid04a5-downloads

@ Edi

Vi Deleie

g.u Drownload Wizard

g@  Addbo lightbax

mm  Remave from lighibox

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

2. Click on Download Wizard.
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Select the size

The maximum download see s 1944 ¥ 2502 poels

Select a download sizeé  |\Wabsile - Research aroup - fealure | =] 9

Dimensions | 702 M 338 px [V Constrain proportions

Units & Pigls

Inches
Centimetres
Hillimetras
Advanced Options [ @
¥ Cancel =p Proceed to Cropping =p Download Now

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

2. Click on Proceed to Cropping.

114 Chapter 5. Image Management System



Haiku User Guide Documentation, Release v.1

Crop the image

Original Image Download Prewview

1944 pe = 2502 pm T pe x 336 pu

Reda#l Crop Area E’ Conalrain propaiBons = Swap Orientalion

4= Back to Format Selection o Download Now @

1. Click on Constrain proportions.
2. Move the crop box around the image to select the part of the image you would like.

3. Click on Download Now.

Download the image

Dimensions 702 px x 336 px (72 dpi)

Format  JPEG - Joint Photographic Experts Group
4= Back to Format Selection 4= Back 1o Cropping o Dovinload Now “

Click on Download Now.

5.2. Download and Crop an Image from the Image Management System 115



Haiku User Guide Documentation, Release v.1

Collect the image

‘_.__L Collect Download

Yaur file is réady for collection
Click '"Collect Download' ta rarsfer the file to your computer

Filie reacy

T,

4= Back o Collact Downioad k

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

= -
il sl o Brapee S o g i@
'.,.J Hospital Buiklings E<: [
[ 12 3 =
” TP e o = Aptlens
i - W - W Gewod
1 - = v . L1 Comsran
1 = [ &M
[ Jeha Aabcifa Hospal
& Delele

81 CEangr Dwmar

9 b Diesisan iz

Zp  Agd loLgheon

—a Remose fram Bghioox

1. Select the image you would like to publish.
2. Click on the Download Wizard link on the right hand side of the page.
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Crop image
The maximum download size s 2502 x 1944 pixels
Select a download size [ Custom Seftings (=] -
Dimensions i ir pr
250 X | 150 px Constrain proportions -
Units 2 Piels
Inches
Cantimetres
Milimetras
Advanced Options | o
S
¥ Cancel = Proceed to Cropping = Download Now

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.
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Original Image Download Preview

2652 pe » 194 px F0px x 150 px

R Ciop Breg -J-\',-:-Hrrainr\-l-:-nma-m o = Fwap Oneatation

#= Hack to Format Selaction o Dowmnlond How o
o

1. Tick the Constrain proportions box.
2. Move the crop box to highlight the area of the image you would like to keep.
3. Click on the Download Now button.
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Publish image to URL

=.
E B \
Dimensions 250 px X 150 px (180 dpi)

Format  JPEG - Joint Photographic Expens Group
Select your preferred Dewniload File
delivery method @ Puslish o URL o
oy

Publish Options

o Watermarked
-4

Embarge Dale = Today = Unset
Expiry Date =+ Today = Unzat

Fubdished File Nole

4= Back to Format Selection 4= Hiack to Cropping o Pulbdish Now \.o..-

1. Make sure the Publish to URL option is selected.
2. You can watermark your image and set publication dates.

3. Click on the Publish Now button.

Image web address

The published file has successiully been submitted for publishing and will be available shortly

The URL for your file is

=3 Back to the file

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:
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‘or your file is:

mages.oxfordmedsci.org.uk/pf.tlx/0

Open link in new tab
Open link in new window
Open link in incognite window

k to the file Save link as...
Copy link address

Inspect element

ight © University of Oxford. Digital Asset Management Software by Third Light

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

Home,_ Files snd Foidees 7

| tome - Files and Folders

" Taal Departmsnl Gt 2092 £ Achons

M Folder

Mew Smad Folder

¥

Wew Collecion
Edn

Moe

il g =l

Dby

d. Digital Asset Managament Softwars

Click on New Folder.
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Name the new folder

Name
 |Research

Description

Top Level of the Library =# Change

& Create X cancel

1. Enter the folder name.
2. Enter a description of the content of the folder.

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

3
Eoites, _Ten Drpcmers,

Folder Strwcture Salect & folder balow, Bhan chik OK o canlvius 4 Create Now =* FKeohresh
Huilkdings 1
Bulkings Peofie images pabef

Pigfia inmges

Recent Folders
Huidngs
Tast Departman

g w OF X cancal

1. Click on the folder where you would like to add the new folder.
2. Click on OK.
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Create the folder

MName
IFtes earch

Description

II mages representing our research

Location

Test Department = Change

+" Create ¥ Cancel

Click on Create.
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The folder has been created successfully

+" Finish = Edit now = Upload files

1. Click on Finish to create the folder, or

2. 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
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Users
. diole, oClcceilddice,
ploads -
‘qj Home - Files and Folders
Users
Tools
Reporting E - General Pictures
Search I+ - Primary Care Health Science:
Select All f Clear All / Collapse All
Help
Empty
Click on Users
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Home
ploads
Users
Tools
Reporting
Search

Help

Click on Users & Groups

Add new User

checkedusers: €3 &)

Click on + Add new User

R

— —I Harrmmim
Users & Groups

Filne 2nd Folders

ry Care Health Sciences

Select All / Clear All / Collapse All

== Add new User

o &

2 users
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Add new account details

Username

|c1as{}1s4

Name or description

|Nin:ule Harris

E-mail

Preset / Group

Primary Care

& Create ¥ Cancel

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.

5.5. Create a New User Account on the Image Management System 127



Haiku User Guide Documentation, Release v.1

Account created

<

The user has been created successfully.

& Finish = Edit now

Click on Finish.
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Email to the new user

d éh

L3

»
il coicau sciciices wision)
-

S

‘-
l‘cﬁ Medical Sciences Division Image Library account activated
Dear Test accownt,

' has novy bisen activabed

To choose your password, please go bo:
hitpaimredweb thirdlight. comda e r=PePs0uP-twscEPgn dOP.

Onca you have chosen your password, you €an 10g in using the follewing datails:
LUzemame  festaccount
FTP Details
Sarvar  mschwab thindlight com (FTP, pon 21)
Lisemame  msdweb lestaccount

If you hawe any quesHions about your account, simply email norephyiartheralight, com. Thank youl

An email will be sent to the new user with a link for them to set up a password to their account.
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Editors in Chief

Note: These user guides have been replaced with the guides on Haiku Knowledge Base
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Indices and tables

* genindex
* modindex

e search
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