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TerminalFour Site Manager

End-user Staff Training Exercises v1.15
The first four tasks will be demonstrated by the trainer first, and then you will be given the opportunity to complete the tasks yourself. 

Login
Go to:  https://www.st-andrews.ac.uk/terminalfour/SiteManager

You can modify your password by going to “Tools/Modify Profile” at the top.

Exercise 1: Edit the site structure
Task:
Create a new section of your own in the Staff Training section. Use your name as the title. (All subsequent exercises should also be added to this section.) Then add a sub-section to your section called Introduction to St Andrews, so it looks like the example below:
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Steps:

1. Expand the Staff Training section
2. Roll over the down-pointing arrow in the Staff Training row, and select ADD.

3. Type your name in the Name field.

4. Click ADD.

5. Now roll over the down-pointing arrow for your section, and select ADD.

6. Type Introduction to St Andrews in the Name field

7. Click ADD.

8. Confirm the step was successful by expanding the Staff Training section and your name section to see the Introduction to St Andrews section. To expand a section, click on the plus sign next to a section.
Exercise 2: Add new content to a section
Task:
Use the General template to add the following text to the Introduction to St Andrews section. Name the page Introductory Text followed by your University ID. Be sure to put the title of the page in the correct field. Make sure the alignment is appropriate and no unnecessary formatting is applied. Be sure the line What makes the University of St Andrews special? looks like a subheading, and ensure the bulleted items at the end look OK.
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The University today
The University provides an invigorating intellectual climate in which staff have close contacts with one another and with colleagues in other UK and overseas universities and research establishments. All Schools in both the sciences and the arts are actively involved in pushing back the frontiers of knowledge.

Physically the University is closely integrated with the town; the modern purpose-built library and many academic Schools are located centrally. The growth in physical and mathematical sciences has been accommodated at the North Haugh on the edge of St Andrews. A modern sports centre with adjacent playing fields and halls of residence are also located in this area.

St Andrews is relatively small, despite being a “city”, with a basic population approaching 17,000. The University population (staff and students) numbers nearly 9,000. On average one in three people you see in the street have something to do with the University. You start to feel very quickly that you belong.

What makes the University of St Andrews special?
· Consistently high teaching quality within a strong research environment 

· Excellent retention rates 

· Diverse forms of teaching: web support and small group interaction 

· Flexible modular degree structure 

· Strong commitment to University-managed accommodation 

· Compact and friendly 
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Steps
1. From the top menu bar, select Content > Add.

2. Expand the Staff Training section, and your section, if necessary. 
3. Click on Introduction to St Andrews.
4. Select the General template from the drop-down list.
5. Type Introductory text in the Name field followed by your University ID.  The name field is only displayed within Site Manager.
6. Copy the The University today line from the source text into the Title field.  The Title field is displayed on the web page and is styled automatically as Heading 2 for you.
7. Copy the remaining source text and paste it into the Main Body window.
8. Click the remove formatting button. [image: image2.png]



9. Change the size of What makes the University of St Andrews special? by selecting the Heading 3 format from the drop-down menu.
10. Format the bulleted list.
11. Click the Preview button.

12. Close the preview window.

13. Click Add to save your new content.

When you preview the page it should look like this:
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High reputation for an excellent student experience
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Exercise 3: Inserting links
Task

First create a new section called Faculties in your section. Use the General template to add the following content to that page.  

University Faculties
The main faculties are listed below.
· Arts
· Divinity
· Medicine
· Science
1. Make the Medicine item a link: http://www.st-andrews.ac.uk/medicine
2. Do the same for Divinity: http://www.st-andrews.ac.uk/divinity
3. Beneath the list, type the line: For further information please contact registry@st-andrews.ac.uk.  Make registry@st-andrews.ac.uk a link to the email address.
4. Type a line of text, such as: Other information about the University can be found in the introduction to the University of St Andrews.  Insert a link to the appropriate page on your site; the link should comprise only the words you added to the end of the line. i.e. University of St Andrews.
5. Preview the page and check all the links.  

6. Save the page by clicking on Add.

Steps
Task 1: Create a new page
1. Select Content > Site Structure to return to the hierarchy view.

2. Navigate to your section, roll over the down-pointing arrow opposite your section, and select ADD.

3. Type “Faculties” in the Name field and click Add.

Task 2: Add content
4. From the top menu bar, select Content > Add.

5. Select the Faculties page.

6. Select the General template from the drop-down list.
7. Insert a name for the content item, such as University faculties followed by your University ID, e.g. “University facilities sde1”.

8. Copy the title to the Title field i.e. University Faculties
9. Copy the rest of the text to the Main body field.  Remember to use Paste from Word.
10. Add text below the list.  Make the relevant text bold by selecting the bold button on the toolbar.

Task 3: Insert web links 
11. Highlight Medicine and click the Insert a Web link button. [image: image4.emf]


12. Type: http://www.st-andrews.ac.uk/medicine and click OK.
13. Highlight Divinity and click the Insert a Web link button.
14. Type: http://www.st-andrews.ac.uk/divinity to the URL and click OK.

Task 4: Insert email link

15. Type: For further information please contact registry@st-andrews.ac.uk
16. Highlight registry@st-andrews.ac.uk and click the Insert a Web link button. [image: image5.emf]


17. Type mailto:registry@st-andrews.ac.uk as the URL and click on OK; the ‘mailto:’ prefix (which includes the colon) tells the browser to launch an email program rather than visit a web page.
Task 4: Insert a Section Link
18. Type: Other information about the University….
19. Highlight the relevant text and click the Insert a Section Link button.[image: image6.png]



20. Expand the site hierarchy and then select the appropriate page from your site.
Task 5: Preview and Save changes
21. Click the Preview button at the bottom of the page.

22. Check that the links are working.
23. Close that browser window and return to Site Manager.

24. Click the Add button to save your changes.
When you preview the page it should look similar to this:
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Exercise 4: Inserting images
Task

Insert an image into the content you added to the Faculties section.

1. Add an image of your choice to the page from the Media Library.

2. Float the image to the right of the text.
3. Preview the page.  

4. Save the page.

Steps

1. Select Content > Modify and select the Faculties section within your section.

2. Click the content item you added in Exercise 3 or select Modify from the drop-down list next to the content.
3. Place your cursor within the content where you want the image to be placed.

4. Select the Add Media Button [image: image8.png]



5. Go to Training, expand Images to find images.  Select one of the images (you may want to click the Views drop-down list and select Preview).

6. Scroll down and click Select.
7. Right-click on the image and select Alignment. Select Right. The image will now be floated to the right of the text.
8. Double-click on the image to show media attributes.  Enter right next to the Float field and 0 0 10px 10px (the order is top right bottom left) in the Padding field.  Click on Update.
9. Preview the page

When you preview the page it should look like this:
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Exercise 5: Working with tables and multiple content items on a page

Task

Add a piece of new piece content to the Faculties section using the General no title template. Within that content add a table.
	Faculty
	Undergraduate
	Postgraduate

	Arts
	3,582
	604

	Divinity
	48
	50

	Medicine 
	419 
	7

	Science 
	1,731 
	367

	Total
	5,780
	1,028


Steps
1. Select Content > Add, and select the Faculties section from your training folder
2. Choose the General no title template.

3. Enter a unique name for the content item in the Name field e.g. Faculties table followed by your University ID.
4. Within the Main body field, click the Insert Table button (remember that it’s best practice to create a table within T4, instead of copying from MS Word) [image: image10.png]



5. Insert 3 for number of columns and 6 for number of rows; you can ignore the table title and description fields.

6. Click the tick box at the bottom.

7. Copy the content from each cell into the table you created.

8. Click the Preview button

9. Click Add to save your changes

When you preview the page it should look like this:
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Exercise 6: Working with the Media Library and related content
Task

The Media Library stores images and files that can be linked to from a web page.  In this exercise you will upload a PDF file to the Media Library.
Steps

Task 1: Add new category to the Media Library

1. Select Tools > Media Library.  Expand the Staff training section.  
2. Right-click on Staff training and click on Add Sub-Category.
3. Type your name in the box and click on OK.
4. Click on your name within the Staff training folder.

Task 2: Add PDF file to the Media Library
5. Select Add new media [image: image12.png]c X
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6. In the Name field enter a name that will be used within the Media Library e.g. History of the University of St Andrews.  Note that this name will also be displayed on the webpage.
7. Enter an optional Description.
8. Select the Type of file, in this case PDF.
9. Then next to Media, browse to find the History of St Andrews PDF file on the desktop.
10. Click on Open to tell Site Manager that this is the file you have selected.
11. Finally, click on Add to upload the file into the Media Library.  
Exercise 7: Working with related content
Task

The website design has a column on the right-hand side that can be used to display related content information such as links to documents, links to external websites, links to online web applications.  In this exercise you will add a link to a PDF file in a related content column on the right hand side of the page.

The related content will only appear in preview once it has been approved.

Steps

Task 1: Add new hidden section called rel_documents.

1. Go to Content > Site Structure and browse to Introduction to St Andrews within the training section and your name.

2. Roll over the down-pointing arrow in the Introduction to St Andrews row, and select ADD.
3. Create a new section called rel_documents. 
4. Make sure that the Show in navigation? checkbox is left blank.

Task 2: Add content to the rel_documents section using the File Upload template.

5. Select Content > Add. 

6. Select the rel_documents section within Introduction to St Andrews.
7. Select the File Upload template.

8. Type File PDF History of St Andrews in the Name field followed by your University ID. The prefix “File PDF” will help you when viewing a list of content items in the same section. 
9. To attach the file, click on the box next to Media.  This will open the Media Library.  Select the History of St Andrews PDF file from the Staff Training – <your name> folder. At the bottom of the screen click on Select.

10. Click the Add button.
Task 3: Approve content added to the rel_documents section.

11. To approve content, go to Content > Approve.

12. Click on an item to approve.

a. Clicking on Staff training will allow you to preview the content.

b. Clicking on Edit will allow you to edit the content.

13. To approve content click on Approve.
14. If you click on “Reject”, an email is sent to the content author and the document status stays as “pending”.

15. Once the content has been approved, preview the changes by going to Content > Site Structure and rolling your mouse over the row that says “Introduction to St Andrews” to select Preview. It should look something like this:
[image: image13.png]2 Introduction to St Andrews - Sta

File Edt View History Bookmarks Tools Help

1/ v st-andrews.ac.uk/terminalfour/SiteManager?ctin=publish&fno=30&sid=23698&chid=28lang=en

me  Current Staff Current Postgraduates ~Current Students

University of St Andrews

Categories f training » Steve » Introduction to St Andrews
Documents

Schools The University today

Completed History of St Andrews [@
e The University provides an invigorating intellectual cimate in which staff have dlose ("2 67 <)

contacts with one another and with colleagues in other UK. and overseas

universities and research establishments. All Schools in both the sciences and the

Introduction to St arts are actively involved in pushing back the frontiers of knowledge.

Andrews

Steve

Physically the University is dlosely integrated with the town; the modern
purpose-built library and many academic Schools are located centrally. The growth
in physical and mathematical sciences has been accommodated at the North Haugh
on the edge of St Andrews. A modern sports centre with adjacent playing fields and
halls of residence are also located in this area.

Faculties

St Andrews is relatively small, despite being a “city", with a basic population
‘approaching 17,000. The University population (staff and students) numbers nearly
9,000. On average one in three people you see in the street have something to do
with the University. You start to feel very quickly that you belong.

What makes the University of St Andrews special?

Consistently high teaching quality within a strong research environment.
Excellent retention rates

Diverse forms of teaching: web support and small group interaction
Flexible modular degree structure

Strong commitment to University-managed accommodation

Compact and friendly

A Scottish university with a cosmopolitan atmosphere

High reputation for an excellent student experience

The Univers dre d elp

Done EERAE]





[image: image14][image: image15][image: image16][image: image17][image: image18][image: image19]
PAGE  
7

