) Carewest

INNOVATIVE HEALTH CARE

How To

Update and modify Carewest’s websites

using WordPress

Internal website at www.carewestintranet.ca

External website at www.carewest.ca



Wordpress Administration Dashboard

To modify one of the websites, sign on to the Wordpress Administration Dashboard for that particular website,
using the password information on the previous page.

Once you sign on, you’ll see a screen that looks like this. This is the Wordpress Administration Dashboard.

& Contact Bank

’\g_f @ careweb B =+ New Howdy, careweb .

Screen Options ¥ Help ¥
@ Dashboard Dashboard
Home
Updates Dismiss

Welcome to WordPress!
We've assembled some links to get you started:

f Posts

2 Media More Actions

Get Started

Customize Your Site

or, change your theme completely

Next Steps

E write your first blog post Manage widgets or menus

Pages

4+ Add an About page B Turn comments on or off

Comments

B View yoursite == Learn more about getting started

Appearance

& Plugins

# Roles

L

Users

Tools WordPess 4.7 running Tempera Yaeme.

Settings

Shortcodes

Contact Bank

Search Kngines Discouraged

Activity

Quick Draft

WordPress News

WordPress 4.7 “Vaughan”

HeroPress: We Are The Same

December 6\2016

Version 4.7 of WordPress, named “Vaughan"\n honor of legendary jazz vocalist Sarah

features in 4.7 help you get your site set up the \vay you want it.

WPTavern: W3Techs Ranks WordPress as the Fast{st Growing CMS of 2016

vern: WP-CLI Gets Official WordPress.org Support

"Sassy" Vaughan, is available for download or \pdate in your WordPress dashboard. New

\ N\ \
Media Pages Plugins Users Appearance
The media library Every separate Plugins are the You'll access This is an
is the library page in the bits of software this area mostly important area.
of images and website is listed in added to the for Careweb, Under the

PDF documents
that you will
upload into the
system. Any
image displayed
on a page or any
document linked
to from a page
goes in the Media
library first.

the Pages library.
From here, you
can edit any page
on the site, create
new pages or
delete pages.

website to
increase its
functionality. For
example, there

is a Shortcodes
plugin that allows
you to quickly
create buttons,
image galleries or
expandable lists.

when new User
accounts need

to be created

(as new staff are
hired) or deleted
(as staff leave the
organization).

These are the areas in the Dashboard
which you will likely access the most.

Appearance tab,
you can edit the
websites drop-
down menus, the
site’s widgets,
and edit the
Theme settings
(the Theme is the
template in which
your website is
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Media

If you hover your cursor over “Media” in the Dashboard, you'll be given two options:

o Library
e Add New

Media - Library

‘.\__‘;:t @ careweb B

& Dashboard

A Posts E
q: Media
Library Bulk Actions
Aoy E File
L] Pages 0
¥ Comments
2 Appearance

(=]
£ Plugins
# Roles
e Users (]
# Tools
Settings

]
<> Shortcodes
& Contact Bank

[
o Co nt

[l
.
Library

The media library
is the library of
images and PDF
documents that
you will upload
into the system.
All media are
displayed in
chronological
order but can

be searched or
filtered so you can
find what you’re
looking for.
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=+ New

& Contact Bank

Media Library | addnew

All media items B All dates

E| Apply

garrison-january-2017-educati

Garrison-January-2017-Education-Ca!

postinas-december-29-2016

You can check one
or multiple library
items if you want
to apply actions
to them. You can
delete items, edit
items or view
items.

signal-pointe-2017-jangry-education-calendar

% Signal-Pointe-2017-January-

ucation-Calendar.pdf

-calendar
ndar.pdf

B Filter

Bulk Actions
Use this feature

if you want to
delete multiple
media at the same
time. Recently,

| cleaned out
outdated policies,
by doing a search
for all policies
done before we
updated them,
selecting all of
them and Bulk
Deleting them.
Don’t forget to hit
the Apply button!

Search media items...

1,785 items

Author Uploaded to

liisahukkala (Unattached)

Attach

careweb (Unattached)
Attach

liisahukkala (Unattached)

Attach

(Unattached)
Attach

careweb

liisahukkala (Unattached)

Hover Actions
Cover your
cursor over one
media item

name to reveal

a set of actions
underneath it. You
can Edit, Delete
Permanently or
View the media
item, whether it
be an image or
PDF document.

Howdy, careweb . I

Screen Options ¥ Help ¥

1 |of90 | »

2017/01/03

2016/12/30

2016/12/30

2016/12/29

2016/12/29

2016/12/29

Search/Filter
Search the library
for something
specific or filter
by name, date,
author. This
allows you to find
something more
quickly.

-

m

Date L




Media

Media - Add New

@/ @ careweb B

4 New & Contact Bank

Howdy, careweb .

@& Dashboard

A Posts
n,] Media

Library

Add New

I_. Pages

B Comments

» Appearance

You are using the multi-filfuploader. Problems? Try the browser uploader instead.

¢ Plugins

Maximum upload file si;

4% Roles
o= Users
& Tools =
Settings

<> Shortcodes

& Contact Bank

° Collapse menu

Drag and Drop
Loading files from
your computer
into the Media
Library is easy!
Simply drag

them from your
computer’s filing
system and drop
them into the area
defined by the
dotted line. You
can drop multiple
files at once into
the drop area.

hank you for creating with WordPress.

Upload New Media

: 512 MB.

=

ﬁ 2016 EdServ Afinual Planning Calendarlune 2016
=

B 2016 June gharrison Green.pdf

Garrison Gregh August 2016 Education Calendar.pdf

Browse Files
Or, you can load
files by pressing
the Select Files
button and
browsing your
computer’s filing
system. You can
select multiple
files at once

to upload to
Wordpress.

Select Files

Loading Time
Often, files load
up quickly -
especially if they
are small sizes.
But larger files
may take some
time. See the
loading status of
each file here.
Once it says “Edit”,
that means your
file is successfully
loaded and you
can now proceed
to edit, if needed.

Files too big?
Occasionally, an
error may occur

if you're trying to
upload a large file.
Try in a different
browser (Google
Chrome seems to
work well for large
files or Mozilla
Firefox). Or, try
reducing the file
size and trying
again.

Help ¥

Edit files

Click on the

Edit link to edit
the files after
uploading. The
Editing area

is important,

as you'll need
information from
here to link files
to a page in your
website. Each
file is assigned
it’s own address,
called the File
URL. It’s this
address you'll
need and you'll
find it in the
Editing area.
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Editing Pages

You can edit pages two ways
o Through the Pages section in the Wordpress Administration Dashboard (see Pg. 3)
o By clicking the “Edit” or “Edit Page” links at the top and bottom of each page

New

Pages A ew
A2 | Publihed 92

BulkActions [x] Apply Al dates

# > Polices

Policies

Click here to se

Click here

lick here to see Carewest Policies in the Emergency Manual

0000

On the page itself
Click on the& Edit (bottom of page) or\tdit Page
(top)\to edit content on a page.

Through the Pages Section
Hover your cursor over the name of the page you
want to edit and select Edit.

The Page Editor Screen

A careweb B =+ New View Page # Contact Bank Howdy, careweb .

Screen Options ¥ Help ¥
@ Dashboard Edit Page Al News
R Alberta Blue Cross Forms Publish =
n,l Media
Permalink: http://intranet.carewest.ca/wp/?page id=998 Change Permalinks Preview Changes
! Pages
O Add Media | 3 Add Contact Bank Form || [#] Insert shortcode visual | Fioxt ¥ status: Published Edit
All Pages
T e e - ® Visibility: Public Edit
Add New Paragraph vB T i 0= =R N =
e = A ﬁ o = = ) ¥0) Revisions: 5 Browse
B Comments - : .
7 i Published on: Jul 14, 2015 @ 11:09 Edit
~ Click here for rules about submitting claim forms. |5 ‘
2 Appearance |
Move to Trash
K Plugins Blue Cross Health Services Claim form
# Roles Page Attribut A
. Used to submit claims for services such as private or semi-private hospital accommodation, ambulance, Boe DTS
& Users psychology services, physiotherapy, chiropractic, vision, wheelchairs and hearing aids. Parent
# Tools
T u Click here for a list of Physiotherapists who direct bill online (no parent) EI
s m Click here for a list of Vision providers who direct t\ill online Template
<> Shortcodes u Click here for a list of Chiropractors who direct bill bnline
Default Template EI
& Contact Bank Blue Cross Dental (laim form - Srlien
O cal menu P 0
Word count: 673 Last edited by careweb on December 30, 2015 ft 9:49 am
Need help? Use the Help tab pbove the
Revisions A screen title.
o
Page Name Page Content Toolbar Visual vs. text Update button
. . . ’
The name of the The editable Modify the text You can switch Don’t forget to

page is displayed
here. The name
can be changed at
any time.
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page content is
displayed in this
area. You can type
directly in this
area.

using the tool bar
to bold, italicize,
underline change
font colour and
style, make bullet
lists or link text.

between how
you want to view
the page content
while editing. The
text tab displays
all the code.

save your changes
when you’re done
editing by clicking
the Update
button.



Linking Text

There are three steps to linking text on your page to documents (like policies) or images (like Frame of Reference)
e The document or image must be uploaded into the Wordpress database through using Add New Media (pg. 5)
Copy that document’s File URL in the Media Editor

o Link the text on your webpage to that File URL using the Link button

Edit Media  dd new

Upload New Media
AM-01-02-04 Gift Certificates save

Slide ok Shortcodes Uitimate

Step 1 - Add New Media Step 2 - Copy the File URL
Refer to the instructions on Pg. 5 to Add New Wordpress assigns all documents/images a File
Media into the Wordpress database URL - copy it. You will need to paste it in Step 3

Proceed to Step 4 if you are
linking to documents or images.

Edit Page o vew

Administrative Manual

Don’t proceed to Step 4 if you
are linking to other pages
within the website.

Step 3 - Link Text
1. Highlight the text you want to link
2. Click on the Link button

3. Paste the File URL you just copied into the Link
dialogue box that appears after you click the Link button.

Step 4 - Open in New Tab
Tell Wordpress to open the link in a new tab when Check the “Open Link in a new tab” box and then click
people click on it by clicking on the Link Options button. on the Update button.

e B0+ New ViewP; act Bank Hawdy, carewst [l

Edit Page ndin

Administrative Manual Fublish Insert/edit link

URL

ko G200

‘e Health & Safety

of Information & Protection of Privacy
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Adding Images to Pages

Add images to pages to increase visual appeal.

o Step 1: Add your images to the Wordpress Media Library (see Pg. 5)
o Step 2-3: Add them to your page.

o Step 4: Edit the image on the page.

a

@ Dashboard Upload New Media ' b Dashboard Edit Page s vew

Employee Health & Safety Publish "

Permalink hitp/intranet carewest.calwp/Ipage =373 Change Permainis

Preview Changes

oo o ren T susspublshed

® Vsibilny: Public i
Select Fies. FRE=E
O Revisions: 6 Browse
- ff Published on: Jun 24, 2015 @ 11:30 Edit
You e using the poader. roblems? Try the o uploadec nstead nent philosophy s designed to proactively identify, support
() e vith a foeus on customer service - the staff being the customer. || MovetoTrash
EE) 2016 sasenvannuat pianning Caendansune 2016 i JCarewest
B Page Attributes -
=E Gresnper Empioye Moot Safety and Wotness
Seatmans o Cmmemant
Ganison > - Eesent
proactive and prevyptative in their safety approach. o porent z
This approach gives\pur EH&S team a comprehensive Template
® Contact Bank bird's-eye view of thefrelationship between wellness o
efault Template o
° and the types of injuri\s and illnesses arising from our i
employee papulation. .
Thank you for creating with WordPress. Version 4.7 e 0

Step 1 - Add New Media Step 2 - Add the images to your page
Refer to the instructions on Pg. 5 to Add New Click on the Add Media button. That will open
Media into the Wordpress database your Media Library, which you can browse.

Insert Media Insert Media

& Dashboard

Edit Page add new

Create Galler jpload Files  Media Libran
wr: I | M e Employee Health & Safety Publish
Al e ems

ATTACHMENT DETALS Permalink: http:/intanet.careves)

Featured Image Preview Chang

EHS-V3 Feb. 2014 jpg

T Status: Published Edit
Visual | Text
Insert from URL @ visibility: Public £t

Orfentation: Manager
EHS-2016.pa1

© Revisions:

) Published on: Jun 24, 2015 @ 1130

Move to Trash Upda

T — loyee needs, with a focus on customer

y model is unique in the

EHBS V3 - Feb. 2014

v Continuing Care sector in Alberta in that Carewest's < Carewest
Fah 20145t dedicated Employee Health and Safety (EHAS) Employee Heatth Safety and Welness Bogt el
department manages employee health, wellness, injury | stemane ot Commiemane —
management as well as safety, allowing them to be
proactive and preventative in their safety approach. (no parent)
This approach gives our EH&S team a comprehensive Template

bird's-eye view of the relationship between wellness
o o Default Template
and the types of injuries and illnesses arising from our

employee population. Order

3

Last edited by careweb on June 29, 2015 at 312 pm

Step 3 - Browse the Media Library Step 4 - Edit the image

Select your image and click on the “Insert onto Once you place the image, a small toolbar pops
page” button. up, which allows you to left-, right- or centre-

justify it or make changes to it.
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Menu Structure

You can have multiple menus on your website but the most important one is the Primary Navigation Menu (which
are represented by all the tabs at the top of every page of the website that allow users to see drop-down menus of
all the pages on the site). This menu can be managed in the Wordpress Administration Dashboard --> Appearance

tab --> Menus.

Select the menu you want
to edit
You may have multiple S
menus available to edit.
Select the one you want.
The primary navigation
menu is the top bar with all
the tabs on the website.

For Example...

Add pages to the Menu

Structure
elect the pages you want
to add to the menu and
click on “Add to Menu”.
They will appear at the
bottom of the Menu
Structure pane.

Menu Settings

Click-and-drag to reorder your menu
Navigate to the bottom of the Menu Structure to
find the item you just added. Click on it and drag
it to where you want it. Items flushed to the left
represent new tabs in the primary navigation bar.

The items underneath it and slightly indented
to the right represent a sub-menu item. Items
underneath sub-menu items and slighted
indended to the right even more represent a sub-
sub-menu item.

THIS...

equals

THIS.
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Widgets

Widgets are the elements on a page that you often see in the sidebars or headers/footers of the page that often
don’t change as you flip from page to page. They are usually tables of contents, menus, links or images that frame
the main content of page and you'll see them repeated on different pages of the same website. On our websites,
our footer widgets don’t change but our right-sidebar widgets do change from page to page.

Because widgets aren’t really supposed to change from page to page, we had to download a special plug-in to help
us create custom widgets for each page. The Plug-in is called Easy Custom Sidebars.

This section will show you how to create or modify our widgets and then, how to use Easy Custom Sidebars to
create a custom widget.

Appearance --> Widgets

Navigate to the Widgets area from the Appearance section of the Wordpress Administrator Dashboard. From here
you can click-and-drag from a selection of pre-defined widgets, into the area you want that widget to sit display on
your page. As you can see, from the example below, a Calendar widget is being dragged into the left sidebar. Once
that change is saved, a calendar will appear on every page of the website, in the left sidebar.

W) @ careweb B 4= New ® Contact Bank

Wldgets Manage with Live Preview

& Dashboard
& Posts Available Widgets Left Sidebar -
To activate a widget drag it to a sidebar or click on it. To deactivate Left sidebar
q: Media a widget and delete its settings, drag it back. N OTE : So m e Of
| P Calendar v
ages °
Archives Calendar ‘ \ the preset Wldgets
B Comments
.
A monthly archive of your A calendar of your site's Posts. . . I b I f
M Appearance site’s Posts. Right Sidebar v ava I a e 0 r you r
.
Categories Contact Bank Widget EiiES ST aTes - u Se I n CI u d e : a
.
5 Alist or dropdown of Build Complex, Powerfu Ca I e n d a r’ a I |St Of
Widgets categories. Contact Forms in Just Seconds. s d Footer A %
econd Footer Area °
Menus
. ) Cryout Column Custom Menu yo u r s Ite pages’ a
. - . h .
Add columns in the Add a custom menu to your Third Footer Area s Ite Sea rc e ngl n el
presentation page sidebar.
Fourth Footer Area - | custom menus and
Meta Pages
Login, RSS, & WordPress.org A list of your site’s Pages. Above Content Area R m o re °
links.
Plugins Recent Comments Recent Posts Below Content Area v
# Roles

Your site’s most recent Your site's most recent Posts.
comments. ‘

Header Widgets b4

..'. Users

But what if you want a different widget on every page?

If you want a custom widget on every page, you need to create those custom areas for the widget to sit. Once you
do that, you can click-and-drag the widget into the new custom area. Both our websites have custom widget areas
on almost all of their pages.

You create these custom widget areas using the plug-in Easy Custom Sidebars.
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Easy Custom Sidebars

Widgets are the elements on a page that you often see in the sidebars or headers/footers of the page that often
don’t change as you flip from page to page. They are usually tables of contents, menus, links or images that frame
the main content of page and you'll see them repeated on different pages of the same website. On our websites,
our footer widgets don’t change but our right-sidebar widgets do change from page to page.

Because widgets aren’t really supposed to change from page to page, we had to download a special plug-in to help
us create custom widgets for each page. The Plug-in is called Easy Custom Sidebars.

This section will show you how to create or modify our widgets and then, how to use Easy Custom Sidebars to
create a custom widget.

~ " Create New Sidebar

Navigate to the Easy Custom Sidebar’s plug-in from the
Appearance section of the Wordpress Administrator Dashboard.
: Once you are there, click on the link that says Create New

ot snliinby Sidebar.

Sidebar Replacement Pages

Pages

AllPosts In Category

Categories

~ Name your sidebar

Give your sidebar a name and then hit the blue button Create
Sidebar.

Sidebar Options

Add your sidebar to your desired page and desired area on that
page.

6CC 2016
Presentation Page Columns.

GCC Team Photos.

Health Ethics
Back to Forms Page
Human Resources
Back to Orientation Overview
In Case of Emergency
Benefits

Infection Prevention amp; Control ™
Bullying Resources.

Internal Staff Phone Directory

Care and Service Manual

Personal Engagement amp; Develogh

Position Profiles

Professional Practice

Shortoodes Wimete: Applying formn—. ¥ Quality Improvement % P g 1 1
.




