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1. Login

Address to log in to the WordPress admin area:
https://extranet.into.ie/wp/wp-admin/

You will see a form asking for your username (or email address) and password.

I}\ Log In < Irish National Teachers' ¢ X aF

- C & intoie/wp/wp-loginphp

Username or Email Address

Password

Remember Me

Lost your password?

— Back to Irish National Teachers® Organisation




2. WordPress dashboard

Once successfully logged in you will see the WordPress dashboard.

When you are logged in you will need to select the extranet you want to work on. To
do that Click on sites in the menu on the left.

&) 4% MySites @& BaseSite(ignore) O 7 B

WordPress 6.3.1is available! Pleas

@ Dashboard

Dashboard

Home
My Si Ata Glance . Pages Tree
- A 1Post W 5 Pages Al (5) | Publi Trash Expand

B 1 Commen t [s
# Posts WordPress 5.3 running Twenty Twenty Update to 5.3.1

theme. )
) Media Abait

Blog

|l pages

Activity Contact
¥ Comments Privacy Policy

s Sample Page

Quick Dra
#¥ Appearance The new UMoMA opens its doors
£ Plugins

Posts Tree
& Users

Pubt T Expand | Collaps:

i Al h pand | Collapse
Settings
. .
B8 Custom Fields i ik

£} WP ACF-VC Bridge]
[ e e Field Groups Tree

All(0) | Public Trash Expand | Collapse

No posts found.

From here you can hover on the site you want to edit and click ‘Dashboard’
My Sites -
Primary Site https:/fextranet.into.ie v
Base Site (ignore) Officernet BFC Education Committee EQC PDC

Visit | Dashboard Visit]] Dashboard Visi{ | Dashboard Visft | Dashboard Vis! Visitl| Dashboard

Staffnet CEC Extranet NC Extranet Test

Visft | Dashboard Visi{ | Dashbeard Visit | Dashboard

This will bring you to the dashboard for that site.

You can customise the dashboard - and any other view in the Wordpress backend -
by clicking the “Screen Options” tab at the top right and then checking or un-
checking the options presented to switch them on or off. You can also drag and drop
items to different positions on the screen.




You can tell if you are logged in by the black WordPress menu bar that appears at
the top of the website. It also allows you to edit the page you are looking at by
clicking ‘Edit page'.

You can switch back and forth between the dashboard and live site by clicking the
website name text in the top left.

Hovering over your name on the top right of the screen displays a menu with
options to view/edit your profile. This is also where you can log out of the admin
area.
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3. Page hierarchy

The site uses a parent/child relationship to group pages together, e.g. the “Our
Structure” page becomes part of the section “About” by assigning it as its parent
page. This creates a directory of pages and places them all in the correct hierarchy.

into.ie/about

{9 @ Insh National Teachers' Organisati.. =+ New ¢ Edit Page Edit with WPBakery Page Builder 2 Hi, Training [l Q 8

- - »
e panisation .' Campaigns Events Help & Advice Media Centre

About

Copy to a new draft

Q Republic of Ireland

QM

Qur Structure

Home

Our Structure

The organisational structure of the INTO is governed by Rule 4 of the INTO Rules and Constitution and is as ( \
follows: About

= Congress Who We Are

* Central Executive Committee (22 members) Our Structure

* Benefit Funds Committee (7 members) Associated Grouns

* Northern Committee (16 members)
* Education Committee (18 members) ¢
= Equality Committee (18 members) <

= Principals’ and Deputy Principals’ Committee (18 members) ¢

= Districts (16)

* Branches (180) Qmuu )

= Members (47719)

You assign a parent page by selecting it from the ‘Parent’ menu under ‘Page
Attributes’.

The “Pages Tree"” and “Help Articles Tree"” on the dashboard and under “Tree View”
in the “Pages” / “Help Articles” menu gives you a good overview of the hierarchy of
pages on your site. You can click on a page name to edit the page or hover over the
name to bring up more options. The number in brackets behind the page name
shows how many child pages it has.



#% Irish National Teachers' Organisati... == New i‘_‘

Dashboard i ;

- i Pages Tree View  Add new
A Posts All | Public Trash Expand | Collapse Search
0y Media

Home
! Pages 4 About
All Pages Wheo We Are E;I St\;iu:‘tlure

. |=| Our Structure ===
Add New Add New Page
. |~ Qur People After | Inside
Regions
Services for Membe
Tree View . 22nd August 2019 by Fusio Support
Compliance
- 76

A Campaigns Raniack

Help 8t Advice
A Help Articles .

Campaigns
)? Circulars 5 Events

o Events Media Centre

Join
)P Publications Search Results

- LGET
an Profile

& Tools

Pay

4. Extranet Documents

To see a list of all documents click the ‘Extranet Documents’ link in the left menu.
) My Sites @& Officernet <7 B 4+ New Hi, fusio [E]

Screen Options ¥

@ Dashboard Extranet Documents | Add Extranet Document |
A Posts All (273) | Published (273) |[ Search ]
0] Media I = Add Filter ] | Al dates v | | Filter
N Pages ‘ Bulk Actions ‘ [ Apply l @& 2% - Export 273 items | 1 | of 2
P Comments o
[ Title Sections Date
f Extranet -
Documents [] Join Online Join Published
2019/11/25
All Extranet
Documents .j.' Mol sl s Rk s sl ke S E s i Al Join Published
Add Extranet 2019/11/25
Decument
Sections () INTO Membership Application Form Join Published
Tree View 2019/11/25
(] INTO Membership Application Form 20182019 Join Published
#* Appearance 2019/11/25
A Plugins - .
| Congress/Northern Conference Submissions Conferences, Northern Conference 2019, Northern Conferences Published
e Users 2019/11/25
4~ Tools ] Northern Conference 2019 Conferences, Northern Conference 2019, Morthern Conferences Published
2019/11/25
@» WPBakery Page
Builder — )
[ MNorthern Conference 2019 Conferences, Northern Conference 2019, Morthern Conferences Published
Settings 2019/11/25
Custom Fields [_] Northern Conference 2019 Conferences, Northern Conference 2019, Northern Conferences Published

B

To edit a document either click the page name itself or the ‘Edit’ link that appears
when you hover over the page name with your mouse. This takes you to the edit
mode for the page.

Here you can edit the title and link to a document, as well as other attributes such as
the published date & time, the section and the release date of the document.



Publish

INTO Membership Application Form

®  Backend Editor  Frontend Editor

Word count: 2

July 2018

Basic text editing

Above the content area you will see the available editing options. These are very
similar to the ones used in common word processing software. They include options
to make text bold, italic, create an unordered or ordered list, indent text, add links,
highlight something as a quote etc. For each icon you will see an explanation when
you hover over it.

Assigning a file to a document

Below the content area you will see the options for assigning a file to an extranet
document.

e Assign a file from the media library.

o Click “Add file”

o Either select the file from the Media Library tab or add a new file but
clicking on the “Upload files” tab and either dragging and dropping the
file into your browser wind or click Select files and select the file from
your own computer.

o Click select in the bottom right-hand corner.

o Thereis a maximum upload size of I5MB

e Assign a file directly by URL (this could be used if you want to link to a file on
another site)

e Redirect this URL to a new page.

Adding an uploaded date

Below the content area you will see the options for adding an Uploaded time. This
8



can be either a date like “December 2019” or a piece of text like “before the National
Conference”.

Assign a section

On the right hand side of the screen you will see a box called Sections. Each
document be be assigned to one or more sections. It is very important that a
document is assigned to at least one section or it will not appear anywhere on the
site.

Bulk Moving Extranet Documents

This function is very handy if you wish to archive/move all papers in one go after a
committee meeting.

Click on Extranet Documents from the left-hand menu. This displays a list of all
documents.

@ Dashboard

E}{tranet DDCU ments | Add Extranet Document

A Posts I Haola! Would you like to receive automatic updates and unlock g
O Media

To enable automatic updates for Admin Columns Pro, enter you
B Pages
¥ Comments B _ _ _

All (534) | Mine (150) | Published (534)

fExtnanet Bulk acti || I | All dat

ulk actions W Apply All dates W

Documents = APPY

Tick more than one document from the list and you will see the Bulk Edit
button appears under the Sections column.

(] Title Sections
| Bulk Edit | | Bulk Edit |
(v] EDC02/24 Current Papers
EDC 01/24 Current Papers
Edit | Quick Edit | Bin | View | Clone | New Draft | Rewrite & Republish




Click Bulk Edit and the Replace with... menu pops up.

Click into the box shown below, which will be blank to begin with but when
you click into it, all sections will appear.

Select the location you want to move the documents to and then click on
Update.

Bulk Edit "Sections” x

Replace with.. e

| -

Minutes > 2014 Minutes -

Papers » 2014 Papers

Minutes = 2015 Minutes

Papers > 2015 Papers
Minutes > 2016 Minutes
Papers > 2016 Papers
Minutes = 2017 Minutes

Papers = 2017 Baners

A confirmation box appears to check that you're sure you want to move the
documents.

Click Yes, Update and the documents will move to the selected location.
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5. Pages

To see a list of all pages click the ‘Pages’ link in the left menu. The pages will be
ordered by hierarchy. A dash ‘—' in front of a page indicates this is a ‘child’ page and
will be listed under the ‘parent’ page. Two dashes means this is a third level child
page and so on.

To edit a page either click the page name itself or the ‘Edit’ link that appears when
you hover over the page name with your mouse. This takes you to the edit mode for
the page.

@ @& irish National Teachers' Organisati.. - New i

@ Dashboard Pages Add New

earch Pages
A Posts All (184) | Published (183) | Private (1) | Bin (16) | Comerstone content (0) Search Pages
9] Media Bulk Actions ¥ ¥ Al SEQ Scores T All Readability Scores v | Filter 184 items 1 of10 >
W Pages Title Regions Date
All Pages Home — Front Page NI, RO
Add New
Rex About o
Tree Vie
A Campaigns — Who We Are NI RO
A Help Articles
- — — Northern Office

A Circulars
,.'? Events
A Publications el
& Profile — — Associated Groups RO
& Tools

— — — Teachers’ Musical Seciety RO Puiblishied

@ WPBakery Page

Here you can edit the title and content, as well as other attributes such as the
published date & time, the region and the parent page.
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# Insh National Teachers' Organisati.. =& New View Page E’j I"‘,:‘_\ Copy to a new draft Hi, Training [l

Screen Options ¥ Help ¥
@8 Dashboard Edlt Page Add New
# Posts H . i

Teachers' Musical Society Publish -
07 Media ) )

Permalink: hitps://www.into.ie/about/our-structure/associated-groups/teachers-musical-society/ | Edit Preview Changes
@ Pages

ode Frontend Editor ? Status: Published Edit
All Pages
= <® Visibility: Public Edit

Add
z 'WPBakery Page Builder & ¥0) Revisions: 3 Browse
Tire W

. + E " a [it] Published on: 16 Jul 2019 @ 15:50 Edit
LJd

A Campaigns ]/ Readability: OK

= - - 2 0 X [ SEC: Unavailable
+ £ x

# Help Articles
A Circulars Copy to a new draft
The Teachers’ Musical Society are an amateur musical society made up mostly of primary and secondary school teachers. Move to Bin Update

A Events
Since 2000, the Teachers’ Musical Society have put on yearly shows. In 2018, the Teachers' Musical Society had great success with

A Publications the hysterical and fabulous show, The Producers. This year the Society went in a completely different direction and put on

Andrew Lloyd Webber and Tim Rice's classic Evita, The show ran from Tuesday, 2 April to Saturday, 6 April in St Patrick’s College Regions -

*  profile and marked Eva Peron's 100th birthday.
- All Regions  Most Used
& Toal To find out more about the Teachers' Musical Society and upcoming events, follow us on Facebook, Instagram and Twitter.
ools
v| ROI
@p WPBakery Page Contact us at: .
Builder i TorEe

cherSpecialinterestGroups/TeachersMusicalSociety/

ie/ROI/InfoforTeachers/

Webpage: www.i
ﬁ WP ACF-VC Bridge Email: teach
Facebook: @teachersms (hitps
Twitter: @Teachers_MS (http

mail.com + Add New Region

fteachersms/)

£ Static Information

VC Snippets Instagram: teachersmusical (htip: w.instagram.com/teachersmusical/) Page Attributes s
O + Parent
Associated Groups v

To edit the main page content, hover over the content area and click the edit button
in the green “Text Block” context menu that appears.

& Insh National Teachers' Organisati.. == New View Page Fj I""P_| Copy to a new draft

Text Block Settings

General Design Options
1 Changes
Text

07 Add Media Visual  Text

Paragraph  + B I U € = v =~
B o Q= A-H- 0 L

The Teachers” Musical Society are an amateur musical society made up mostly of primary and secondary school teachers.

el L

I
%
[»
8

Since 2000, the Teachers” Musical Society have put on yearly shows. In 2018, the Teachers’ Musical Society had great success with the hysterical and
fabulous show, The Producers. This year the Society went in a completely different direction and put on Andrew Lloyd Webber and Tim Rice’s classic
Evita. The show ran from Tuesday, 2 April to Saturday, 6 April in St Patrick’s College and marked Eva Peron’s 100th birthday.

To find out more about the Teachers’ Musical Society and upcoming events, follow us on Facebook, Instagram and Twitter.

Contact us at:

s Webpage: www.into.ie/ROI/InfoforTeachers/TeacherSpecialinterestGroups/TeachersMusicalSociety/

e Email: teachers.ms@gmail.com

Instagram: teachersmusical (https://

www.instagram.com/teachersmusical/) Page Attributes 4

When editing content, you can choose between the visual and text mode. The
visual view shows you the content as it would appear to the user and the text mode
shows you any additional HTML code that is behind the page (if any) which can be
helpful so you don't accidentally remove any important code elements.
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Some pages contain unique content elements and others consist of simple
formatted text, links and images, and can be edited freely in the page’s main
content editor see above.

Basic text editing

Above the content area you will see the available editing options. These are very
similar to the ones used in common word processing software. They include options
to make text bold, italic, create an unordered or ordered list, indent text, add links,
highlight something as a quote etc. For each icon you will see an explanation when
you hover over it.

Text

B Add Media Visual ~ Text

@ & =

P

v

Paragraph ¥ B I U &€ v
S e Q= AYyHYy9 XD

The Teachers’ Musical Society are an amateur musical society made up mostly of primary and secondary school teachers.

i
L[]

Since 2000, the Teachers’ Musical Society have put on yearly shows. In 2018, the Teachers’ Musical Society had great success with the hysterical and
fabulous show, The Producers. This year the Society went in a completely different direction and put on Andrew Lloyd Webber and Tim Rice's classic
Evita. The show ran from Tuesday, 2 April to Saturday, 6 April in St Patrick’'s College and marked Eva Peron's 100th birthday.

To find out more about the Teachers’ Musical Society and upcoming events, follow us on Facebook, Instagram and Twitter.

Contact us at:

* Webpage: www.into.ie/ROl/InfoforTeachers/TeacherSpeciallnterestGroups/TeachersMusicalSociety/

¢ Email: teachers.ms@gmail.com -

Once you are finished editing the content, press the blue ‘Save changes’ button
below the editor which will close the editor window. Then slick the ‘Update’ button
on the top right to save the changes. Alternatively you can first click ‘Preview
Changes’ to see what the changes will look like before saving them.

Headings
By default all text entered will be formatted as paragraphs e B I U &% mvEv= ===
and you can use the dropdown on the top left to change this | ... %o
tO a headlﬂg 1 Heading 1 |u5\ca\socwelty :ﬁadel
§ put on yearly shows.

Never apply ‘Heading 1’ as this is automatically applied to E Healng 2 e
the page title field and for accessibility reasons every page , Heading 3 beioty and upcoming
should only have one ‘Heading 1'. It is also important that all ‘ Heading 4
headings are used in order and not skip a level, i.e. ‘Heading Heading 5 , o

, f . , Heading 6 is/TeacherSpeciallnte)
2', then ‘Heading 3, etc. N

Links

To add a link, first highlight the text you
want to link, then select the link (chain) icon
from the editing options. This will open a
small dialog box.

y v = = 21R >
Booz=are-e xn o [t

Evita. The show ran from Tuesday, 2 April to Saturday, 6 April in St Patrick’s College and m

Paragraph v B I U &€ &

= ow

= =

To find out more about the Teachers’ Musical Society and m follow us on |

To include an internal link to another page
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within your site, enter a search term which will return all , §
matChing pageS Within your Site. Then C”Ck On the CorreCt lusical Societyamd upcoming events, follow us on Facebod
page in the list and press ‘Enter’ on your keyboard. p— [~

NQT Events Page

—

Student Events Page

For links to the NI site, you need to add /ni/ after into.ie, e.g.

Events & Training Courses Page

https://www.into.ie/ni/about/our-people/ — Page

Upcoming Events 2019/05/10

. . Y . Events to Mark INTO 150 in 2018 2018/02/02

Alternatlvely you Can also InC|Ude an eXternaI Ilnk Slmply by The NITC is Fully Committed to Climate Justice 2019/09/19
enteri ng the web address. Climate Juslice Wesk 20-37 September 2019/09/17

To edit an existing link, click on the link text first and then either on the link icon at
the top or the edit icon. Make your changes to the link and then simply
press enter. ciety and upcoming events, follow

into.is/events & R

To remove a link, simple click on the link text and then on the ‘remove
link’ icon next to the edit icon.

Note: To ensure good accessibility and usability, the link text itself should always be
self-explanatory and make sense when read out of context. Please avoid using
generic text such as “click here” as it gives the user no indication where the link is
pointing to.

Clear formatting

When you copy and paste content from Word documents or other websites, the
original font, size, colouring and formatting can sometimes be copied over as well.
To avoid this you can switch on the ‘Paste as text' option.

paragraph v B I U &6 v v = ? 8 O =

s=@o oz A-Er-0xXDhB
The Tital Society are an amateur musical society made up mostly of primary and secondary school teachers.

Click the icon highlighted in the screenshot above, then paste your content into the
page. This ensures that all existing formatting is removed the text will display using
the default style of your site. The ‘Paste as text’ option will remain active until you
switch it off again.

Create new pages

To add new pages from within the WordPress backend simply hover over the ‘Pages’
menu item and select ‘Add New' or click the ‘New' link in the WordPress toolbar
across the top.
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https://www.into.ie/ni/about/our-people/

AW & Irish National Teachers’ Organisati...

#4 Irish National Teachers’ Organisati.. == New §)

Dashboard Dashboard @& Dashboard

Posts

)?‘ Posts

B9 Media

At a Glance
Media

B Pages

Campaigns A Campaigns

: u The NITC is Fully Committed t
A Help Articles 2 y A Help Articles

Ongoing payroll delays totally

A Circulars

)?‘ Circulars

Claiming lliness Benefit- Impo

Alternatively you can also do this by clicking on the ‘Add new' button on the main
Pages list or an existing page.

To set up your page, first enter the page title, choose the region(s) and assign the
correct parent page via the dropdown menu in the “Page Attributes” box on the
right hand side.

& @& irish National Teachers’ Organisati.. 4 New i Hi, Training [l 18

@ Dashboard Add New Page

A Posts < Add title ) Publish .
09 Media =
I Pages
@  Classic Mode ? Status: Draft Edit
All Pages

@® Visibility: Public Edit
Add New
WPBakery Page Builder A

® + D o

Publish immediately Edit

lity: Needs improvement

Inavailable

A Campaigns

A Help Articles m
A Circulars

A Events Regions a
A Publications YOU HA\/E BL/—\NK PAGE All Regions = Most Used

;:T' START ADDING CONTENT OR TEMPLATES

@ WPBakery Page + Add New Region

Builder
<+ Add Element i ebii— [ Add Template
£+ WP ACF-VC Bridge

Page Attributes A
£ Static Information Do where to start? Visit our ki ige base.
Parent
B VC Snippets
(no parent) v
© Collapse ment
Mambars Onlv Contant - Template

To add content to a standard content page, first click the “Add Text Block” button.
Then hover over the default placeholder text and click the edit icon.

+ £ X
| am text block. Click edit button to change this text. Lorem ips bdipiscing elit. Ut elit tellus, luctus nec ullamcorper mattis,
pulvinar dapibus leo.
+

A unigue web address (called ‘Permalink’ in WordPress) will be automatically
generated for each page based on the title and the parent page. You can click edit
next to the URL to manually change this.
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To preview your page before publishing it click the ‘Preview’ button on the right.
Once finished, press the blue ‘Publish’ button. Or if you want to just save and publish
later, simply click the ‘Save Draft’ button.

Add New Page

Test Page Publish

Permalink: https://www.into.ie/about/test-page/ Edit ] Save Draft

®  Classic Mode § status: Draft Edit

<® Visibility: Public Edit

WPBakery Page Builder - [iifl Publish immediately Edit

f SEC: Unavailable

Move to Bin

Preview

y Readability: Needs improvement
® + O I -

Publish

In addition to these publishing options, you can also set the visibility of your page to
‘Public’ (default), ‘Password protected’ (with a chosen password) or ‘Private’, i.e. only
visible for users logged into the WordPress CMS.

If you want to schedule the page so that it will be published in the future, you can
set the date and time by clicking the ‘Edit’ link next to ‘Publish immediately’ (the
default option).

Images

The main content area can also contain images. To add an image, first go to the
location within the page where you want to place the image and then click the ‘Add
Media’ button.

Text

0 A i
41 Add Media Visual Text
—

Parsgraph v B I U €€ = ~ P 8 -

v0 X DB

v

i
i
b
AN
2
=
«
il

| am text block. Click edit button to change this text. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut elit tellus,
luctus nec ullamcorper mattis, pulvinar dapibus leo.

This loads the media library where you can either upload a new image or select an
existing image from the library. You can switch between these options by clicking
the relevant tab.
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Add Media x

Add Media ( Upload Files Media L\Drer;)

Create Gallery

Create Audio Playlist
Create Video Playlist

Featured Image
Drop files anywhere to upload

Insert from URL

Select Files

Maximum upload file size: 30 MB.

When uploading an image it will be automatically selected. To add an existing
image from the Media Library, simply click on the image before choosing the right
settings from the ‘Attachment Display Settings’ at the bottom right.

These settings allow you to align your image to the right or left (so the text flows
around it), center it, choose the right image size or add a link. The size is especially
important if the original image is very large. WordPress automatically creates various
image sizes to choose from for every image that's uploaded.

The ‘Alt Text' field stands for alternative text which is used by screen readers to
provide information to visually impaired users. Only add text here if the image itself
conveys meaning that is not already represented by other text on the page.

You can also add a caption to describe the image into the ‘Caption’ field. This text is
then displayed below the image, see example below.

The image caption text is automatically displayed below the image when entered

The ‘Title' field is only used internally, e.g. to search for items in the Media Library.

Once you have the right settings, click the ‘Insert into page’ button at the bottom
right which adds the image into the content area.
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Add Media

Add Media Upload Files = Media Library

Create Gallery

Images v All dates v

Create Audio Playlist
Create Video Playlist

Featured Image

Insert from URL

1selected
Clear

ATTACHMENT DETAILS

Image filter ~ None ¥

19th September 2019; 28 KB;
2 by 105

pixels

Describe the pur;

image. Leave empty

%

#~

Copy Link  httpsy//www.into.ie/app/up

Required fields are marked *

ATTACHMENT DISPLAY SETTINGS

Alignment None ¥

Clicking on the image within the page content will show
the basic alignment choices as well as the option to edit
the image.

Editing images

If you need to change the image size or crop our part of

itton to change this text. Lorem |

‘E = = @ & X is, pulvinar dapibus leo.

the image you can do so by using the basic photo editor in WordPress. This page has
the basic instructions on how to use the photo editor: http://enviragallery.com/how-

to-edit-images-in-wordpress/.

Featured images

Featured images are used for news post and displayed in

the news boxes on the homepage, media centre and
newsroom pages. They are also used for the individual
campaign posts to display in the “related campaigns”

18
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Set featured image


http://enviragallery.com/how-to-edit-images-in-wordpress/
http://enviragallery.com/how-to-edit-images-in-wordpress/

boxes. These featured images should be 708 x 281 pixel.

For content pages and help articles, an icon can be added as a featured image
which will then show in the list of child pages on their

parent page as explained further on. There are a range of

icons in the Media Library to choose from. Find them by RS I

searching for the term “icon” within the Media Library. ‘u.
k-

All featured images are added/edited via the ‘Featured Click the image to edit or update
image’ option on the right hand side. Click the ‘Set
featured image’ link and then either upload a new image
or choose an existing image from the Media Library and
click the ‘Set featured image’ button.

Eemove featured image

Document links

Adding links to documents (e.g. PDF files) works very similar to adding images. Go to
the place in the content where where the link should go and then click the ‘Add
Media’ button. This loads the media library where you can either upload a new
document or select an existing one from the library.

Add Media

Add Media Upload Files  Media Library

Create Gallery 2 K
All media items T Alldates

DirectDebitApplicationForm.pdf
18th September 2019; 225 K8;

Create Video Playlist | Delete Permanently

Create Audio Playlist

Featured Image

29042019 _Substitute
forSubstituteForm.p et — Describe the pury

df .
5 ecorative.
@ [Tu:le DirectDebitApplicationForm ]
- s N Caption
. atien

Insert from URL

Description

DirectDebitApplicati

onForm.pdf Copy Link  https://www.into.ie/app/up

Required fields are marked

14742_INTO_Schools

_Programme_AS_flye Chapter7_CareerBre 2019_DES-Ltr-re-Ed-
r_08-19_D41.pdf ak.pdf List-of-BBs.pdf Conf-2019.pdf

ATTACHMENT DISPLAY SETTINGS

Alignment None ¥

CUSACK STAND

L 5 ink Ta Madis Fil
o 5 :
& I -
e k x /
§ y i
. —— e 2IZE | UOCUMENt LINK Uniy - |

10-reasons- -

1selected Insert into page
Clear

When you have uploaded a new document it will be automatically selected. For
existing documents, simply click on the document icon. Then check that the
‘Attachment Display Settings' are set to link to the ‘Media File’ and the size is set to
‘Document Link Only’ unless you want to use the cover image to link to the
document instead of text.
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The content of the ‘Title' field will be used as the link text. You can amend the link
text after it has been added or update the text here but keep in mind that the text
will be saved within the Media Library to identify the document for future use.

The caption and description fields are not needed and should be left blank. The ‘Alt
Text' should only be added if you are using an image for the link.

Once you have the right setting, simply press the ‘Insert into page’ button and a link
to the document will be added to the content.

When you are using text for the document link, always add the file format of the
document to the link text in brackets, e.g. Direct Depit Application Form (PDF). This
is very important to ensure accessibility so the user knows that this is a document
link and what file format.

Video and Audio

Videos

In order to embed a video so it can be played directly on the page you need to first
go to the video page on YouTube or Vimeo and get the embed code by clicking the
‘Share’ button.

The embed code should have a format like this:

<iframe width="560" height="315"
src="https://www.youtube.com/embed/22TqKgdD800?rel=0" frameborder="0"
allowfullscreen></iframe>

To add the video, switch the editor to the ‘text’ mode and paste in the code. In the
‘visual' view you will see a still image of the video representing your embedded video

player.

Note: A piece of code is automatically added to all embedded videos in order to
make the video iframes responsive so they adjust to the user's screen size. To avoid
this, simply add class="full-size-iframe" to the <iframe>, i.e. <iframe class="full-size-
iframe" ..>

Audio files

You can also embed audio files into the content to be played directly on the page.
First click the ‘Add Media’ button and upload the audio file in a mp3 format. Make
sure the ‘Attachment Display Settings’ are set to ‘Embed Media Player’, then press
the ‘Insert into page’ button. You can also simply link to an audio file by changing

the Attachment Display Settings' to ‘Link to Media File'.

Content element: Child Sections

For each page there is the option to add boxes to the content area which link to
other pages on the site that are children of the current page
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My Sites CEC Extranet Customise 6 New Edit Page Copy to a new draft Hi, fusio [IH

CEC Extranet [EeNNEIIEE"
into &
Y  ooooomsmrTsceT

Home / Archive

Irish National Teachers'
Cumann Mainteoir

.
Archive
E Minutes Archive
CEC Extranet
Papers Archive
Minutes
Papers

CEC Handbook
Schedule of Meetings
Contacts

Useful Documents
Resources
Conferences
Campaigns and Issues

Industrial Action on PORs and
Workload

INTO Rules and Constitution

To create child section list like the ones shown above follow these steps:

1. Ona new page click the “Add Element” button or on existing pages click the
“+" jcon above / below the existing content.

YOU HAVE BLANK PAGE X = + -
START ADDING CONTENT OR TEMPLATES G} X

| am text block. Click edit button to change this text. Lorem ipsum dolor sit ame

_— adipiscing elit. Ut elit tellus, luctus nec ullamcorper mattis, pulvinar dapibus leo.
# = Add Text Block E Add Template @

our knowiledge base.

2. Choose “Child Sections”
3. Click “Save changes”

Content element: Document Section

For each page there is the option to add boxes to the content area which link to
other pages on the site that are children of the current page
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My Sites CEC Extranet Customise 6 New Edit Page Copy to a new draft Hi, fusio [IH

CEC Extranet [EeNNEIIEE"
.
into &
Y  ooooomsmrTsceT

Home / Archive

Irish National Teachers'
Cumann Mainteoir

Archive

E Minutes Archive
CEC Extranet
Papers Archive
Minutes
Papers

CEC Handbook
Schedule of Meetings
Contacts

Useful Documents
Resources
Conferences
Campaigns and Issues

Industrial Action on PORs and
Workload

INTO Rules and Constitution

To create child section list like the ones shown above follow these steps:

4. On a new page click the “Add Element” button or on existing pages click the
“+" jcon above / below the existing content.

YOU HAVE BLANK PAGE X = + -
START ADDING CONTENT OR TEMPLATES G}x

| am text block. Click edit button to change this text. Lorem ipsum dolor sit ame

— adipiscing elit. Ut elit tellus, luctus nec ullamcorper mattis, pulvinar dapibus leo.
* = Add Text Block E Add Template :

rt? Visit our knowledge base.

5. Choose “Document Sections”

Document Section Settings & _ X

Title

Forms ‘

Section

l Branch Admin - Branch Admin Forms v l

6. Select the section you want to show
7. CGive it a title (optional)
8. Click “Save Changes”

Other content elements
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There are a range of other content elements that are custom made for specific
pages. Some of these are described in the appropriate sections further on. Here is a
full list including the page(s) that each element is used on:

Large Featured Content > Campaigns
Latest News > Media Centre

News and Events > Homepage

News Archive > Newsroom
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Navigation menus

Administrators can edit the navigation menus in Appearance > Menus.

Primary menu

To edit the header menu, first select ‘Header ROI' from the menu dropdown and
click ‘Select’. The existing menu items will be shown under the heading ‘Menu
Structure’. This is used for both regions and should ideally not be edited.

\‘i\ # Irish National Teachers’ Organisati.. <+ New i"j Feed Them Social

@ Dashboard Menus = Manage with Live Preview

A Posts

03 Media

Edit Menus Manage Locations

B Pages Select a menu to edit:  Header ROI (Primary Navigation) ¥ | Select | or create a new menu. Don't forget to save your changes!

A Campaigns

)f Help Articles .
’ Add menu items Menu structure
A Circulars

Pages i

Hi, Lisa [l

Save Menu

A Events Menu Name  Header ROI
A Publications . i ) . . B ; .
Most Recent | View All  Search Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional configuration aptions.
arance
’ (2 Search Results .
About Page ¥
Themes Pay
- = LGBT
Customise Campaigns Page ¥
) Autumn Programme
Widgets
President & Vice-President
AL General Secretary 8 Deputy =i Page ¥
£ Plugins General Secretary
Latest Recruitment Promation - Help & Advice Page ¥

o Users

# Tools

@p WPBakery Page
Builder

Select all

Posts

ot Custom Links

Custom Fields Categories

£} WP ACF-VC Bridge

-I} Static Information

Add to Menu

Media Centre

Menu Settings
Auto add pages Automatically add new top-level pages to this menu

Display location ¥ Primary Navigation

Delete Menu

Save Menu

. -
lnm ‘
0
-
Irish National Teachers’ Organisation
Cumann Mdinteoiri Eireann

About

Q Republic of Ireland

Campaigns Events Help & Advice

Q A

Footer menu

In addition to the header menu is the footer menu called “Footer ROI" which is also
shared between both regions. It contains the pages that are part of the
“Compliance” section and are displayed in the footer on each page.
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Contact us Follow us

Irish National Teachers’ Organisation Irish National Teachers' Organisation
Cumann Miinteoiri Elreann _
35 Parnell Square 35 Cearnog Parnell Phone: 35318047700 , @ n

Dublin 1 Baile Atha Cliath 1 Email: info@into.ie
DO1ET35 DM ET35

Data Privacy Notice / Cookie Policy / Disclaimer / Accessibility / Copyright / Sitemap Links

Side menus

Main sections can have their own side menu that is also managed this way. The
menus are named after the section they appear in and include the name of the
region, i.e. there is an ROl and NI version for each.

The sections with side menus are:
About / Campaigns / Events / Help & Advice / Join / Media Centre

Home / About / Our Structure / Partnerships / INTO-UTU Federation

INTO-UTU Federation

The Irish National Teachers’ Organisation, INTO and the Ulster Teachers’ Union, UTU have been working together
for a number of years on issues affecting teachers in Northern Ireland. The two local teacher unions established a About
Joint Board in 2009 to deepen the already close working relationship between the two organisations. The
INTO/UTU Board now represents the majority of serving teachers in the nursery, primary and post-primary sectors
across Northern Ireland.

Who We Are

Our Structure

Both unions currently deliver a high level of service to teachers at all stages of their profession, including student Partnerships
teachers, however by the two unions pooling resources and expertise: INTO-UTU Federation
Membership benefits will increase: INTG-UTU-NEU-EIS
Partnership
The local teachers’ voice in education policy making will be stronger; INTO Global
There will be a strong teachers’ voice across all education sectors; and
Our People

INTO and UTU members, school reps and leaders will have the opportunity to attend joint training courses and

Services for Members
conferences.

Compliance

Contact
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Wl # Irish National Teachers’ Organisati...

@ Dashboard
)f‘ Posts
03 Media

B Pages

Menus Manage with Live Preview

Edit Menus Manage Locations

4+ New E‘ Feed Them Social

(Seleita menu to edit:  About NI

v Select )\ create a new menu. Don't forget to save your changes!

A Campaigns

A Help Articles .
’ i Add menu items Menu structure
f Circulars

Pages A

Save Menu

Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.

Jf Events Menu Name  About NI

f Publications

Most Recent  View All  Search

» Appearance ( \
s
Search Results A Page ¥
Themes ay
e LGET
Customise Northern Office sub ifem Page ¥
o Autumn Programme
Widgets
- President & Vice-President
SETS General Secretary & Deputy Our Structure Page ¥
£ Plugins General Secretary
Latest Recruitment Promotion ~ Partnerships sub item Page ¥
o Users
Select all Add to Menu
#~ Tools
@p WPBakery Page Campaigns v
Builder
i Help Articles v
Custom Fields Custom Links v
£} WP ACFVC Bridge
-ﬁ- Static Information
VC Snippets

\ President & Vice-President sub item Page ¥ ‘

You can add new pages to the menu by selecting them from the ‘Pages’ box on the
left. Find the right page via the via the tabs ‘Most recent’, ‘View All' or ‘Search’. Then
tick the box next to the page you want to add and click ‘Add to Menu'.

For the Campaigns menu you can add individual campaign posts and for the Help &
Advice menu you can also add links to Help Articles.

Alternatively you can add menu items with custom links to the menu, e.g. a link to
an external website.

The page will then show up under ‘Menu Structure’ on the right hand side at the
bottom of the existing list and you can drag the new menu item up or down to place
it in the desired order. To make a page a sub item of another page, simply drag it to
the right until it is indented. It is then labelled “sub item” and the indentation tells
you which level it is

You will see further options for each menu item by clicking on the arrow next to the
right of the item which will open the options box.

Here you can add a different navigation name by changing the ‘Navigation Label’
for each item. This is useful for example when the page name is very long.

To remove a page from the menu simple click the ‘Remove’ link in the options box.
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Who We Are Page ¥

MNorthern Office sub iftem 3ag5®
Navigation Label

MNorthern Office

Move Up one Down one Out from under Who We Are

Original: Northern Office

Remove [JCancel

Important: The Menu Settings at the bottom should remain as is and not be
changed.

Once done, click the blue ‘Save Menu'’ button at the bottom or top right.
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