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How to create and maintain content on your website

The website templates are driven by a CMS called ExpressionEngine.

A CMS (Content Management System) is a web application designed to make it easy for non-technical users to add, edit and manage
content on a website. There are various CMSes available. The one chosen for our purposes is called ExpressionEngine (EE). You will
not have to know or apply HTML code (the behind-the-scenes code of websites); everything is already set up for you. Simply add or edit an
article, click submit and you're done.

This manual will explain how to log in with the login/password information provided to you, add to the navigation of your site, edit content

and much more.
Before adding and editing content on your website you need to familiarize yourself with the different components of the website. The web-

sites have a pre-designed template with modular elements. These elements allow for a wider range of complexity on the design on the
Homepage where you will be able to highlight different areas of your department or center.

The following pages will acquaint you with the different options and point out the varied sections of the templates.

You can download the latest version of this document at http://identity.med.miami.edu/documentation/ee2-department-sites-
manual.pdf

Questions? WebContent@med.miami.edu Chapter: Managing your website * Page 3
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The Homepage

1. Header: At the top of the page, displays the logo, the
Center or Department name, search bar and administra- 4
tive navigation. This is standard in all templates.

2. Left Navigation: These are the primary links a visi-
tor will use to get around the site. They will be present in 43
all pages.

3. Home-Page Display (Feature): Image with a
callout leading to another section of the site. It can be a
static image or a rotating banner if you have more than
one image.

4. Home-Page Display (Teaser): Three highlighted
areas with minor summaries to specific areas of the 4
website.

5. Content: Main area of text for the homepage. This
space is occupied by a welcome message explaining
what the site is about or latest news.

4

6. Tertiary Component: This component consists of
the Health Library with pertaining topics relating to the
department or an Additional Resources box with “quick
links” to other parts of the website or other UM sites (up
to 5).

oo

7. Footer: This section is reserved for contact, legal and
copyright information. This is standard on all
templates.

4

In the following pages you will find the different ways you
can customize your Homepage.

Homepage with all components (Health Library option)
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Research
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acclaim in clinical care, research, and education in the field of dermatology. We

Whether you are a patient locking for information, a prospective resident or fellow,
a physician looking for a dermatopathologist, a researcher in search of
collaboration, a company in search of research opportunities, a community doctor
interested in joining our voluntary faculty, or simply interested in the department's

University of Miami Health System

UHEALTH

MILLER SGHOOL

SCHO 1,033p"i“'t""e"'t of Dermatology &

Cutaneous Surgery

Education
Proudly Training the Next
Generation of Dermatologists.

ing our Patients First
iding the Highest Standard of
Com)

5

Leonal

Groundbreaking Research
Utilizing Technologies to Advance

passionate Care Science of Skin Biology

me to the Department of Dermatology & Cutaneous Surgery

Health

epariment of Dermatolegy & Cutanecus Surgery at the University of Miami LB RARY

rd M. Miller School of Medicine continues to earn national and international
1 Skin Disorders

> w...«non Dermatological

and the largest and best full-time faculty of twenty and a very active and
Procedures

unique part-time paid voluntary faculty program as well as voluntary faculty.

» Describing a Skin Condition
» Anatomy of the Skin

? Dermatology Online

ble history and leadership, we hope this site will prove useful to you. Resources

Thank you for visiting us!
XX
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UNIVERSITY OF MUAMI HEALTH SYSTEM About Us

Patient Services

Locations
Careers

6 -
Community Medical Disclaimer Copyright ©
Twitter Terms of Use University of Miami,
Facebook Privacy Statement All Rights Reserved
YouTube

Questions? WebContent@med.miami.edu
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Homepage with all components (Additional Resources option) Homepage with no Tertiary Component

UHEALTH MILLER SCHOOL

UHEALTH MILLER SCHOOL

UNIVERSITY OF MIAMI R,
l.jHealth MILLER SCHOOL . UNIVERSITY OF MIAMI
vemsrvormam reawssran | 0f MEDICINE Neurological Surgery e MILLER SCHOOL . . ,
. : : : : awvasrrormmnneamsem | 0f MEDICINE Office of Planning Analysis
CONTACT INFORMATION | FINDADOCTOR =~ MAKE AGIFT | MAKE AN APPOINTMENT = INTERNATIONAL SERVICES.
CONTACT INFORMATION f
Home
About Us
More than 50 -
Patient Center
ears of A :
Clinical Specialties y . ULILEER pprentlce
Innovative care.
Faculty What we do Program
Research Learn More How you can contact us
Education
Market Analysis Request Apply tod
Referrals
News Apprentice Program
Video Gallery
Medical Conditions & Patient Center Education
Treatments.
L
Make an Appointment Training & Conferences The Miami Project to Cure Market Ana|y5i5 Appremi,ces Contact us
Everything you need to know Discaver our commitment to the Paralysis
before your visit. future of neurosurgery Leading the fight to end paralysis.
Latest News
Additional
More than 2,000 Kids Attend 3rd Annual Brain Fair at Resources
the Miami Science Museum
Arecord number of school children celebrated Brain ? Grand Rounds Request a market analysis Develop your career Reach the OPA
Awareness Week with University of Miami scientists at the » Maps & Directions
Brain Fair 2012 on Saturday, March 17, at the Miami
Science Museum.
Weleome to the Office of Planning Analysis
Read more »
The Office of Planning and Analysis (OPA), provides central support for depariments, institutes and centers with consistent
John L. Bisbry, Ph.D., Appointed Vice Provost for methodologies for clinical, research and education business planning and analysis, facilitates the development of
Research
The Miler School's John L. Bixby, Ph.D., who loves "being multidisciplinary/multi-departmental programs and develops high-level faculty recruitment packages. OPA also develops
able to discover something that nobody else in the world market analytics capabilities to standardize data used for medical center decision support.
knows," has been appointed vice provost for research, a
post in which he will shape UM's research enterprise.
Read more »
lJleth University of Miami Health System Legal
l JHealth University of Miami Health System Legal UMERSITY OF MIABN MEALTH SYSTEM About Us Community Medical Disclaimer Copyright @
CNIVERSIY OF MUAMS VEALTH SYSTEM About Us Community Medical Disclaimer Copyright © Patient Services Twitter Terms of Use University of Miami,
Patient Services Twitter Terms of Use University of Miami, Locations Facebook Privacy Statement All Rights Reserved
Locations Facebook Privacy Statement Al Rights Reserved Careers YouTube
Careers “YouTube
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Homepage with a Tertiary Compopnent and no Teasers
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mambers regionally and nationally ranked, the UMMG provides leading-edge care
in mare than 100 medical specialties and sub-spacialies at s hospitals and 30
plus outpatient sites in and around South Florida. Along with the Miller School of
Madicine and UHealth, the UMMG suppors a mission that includes patient care,
ragaarch, aducation, And community cutreach, We are pleased to walcoma you as
part of this team,

Whathar you've bean hare a day, & waak of a year, this onling criantation will helg
you get acquainted with the UMMG, the Miler School, of Medicine and UHealth.
The site is designed to help you:

+ ACCoss training in A Contralized, coordinatod and eficient Manner 10 satisty
regulatory, University of Miami, Miller School of Medicine, UMMG, and hospital
requiramants

+ Participate in meaninglul training tha is respectiul of your time and
commitmant

= Esily rack your own COmpEAnce with required training modules

Eduardo de Marchana, MD
Assoaiate Doan for International
Madicing

William W. O'Neill, M.D,, FAC.C.,
Exscutive Doan for Clnioal Affairs,
Prefassce of Madising,

Miller School of Medicine

and Chief Madical Officer,
Univarsity 1 Minmi Haalth Systam

Professor of Medicine and Surgery
Madical Director, Athanosclarosis,
Fravantian and Traatmant Contr
Chairman, UMMG

L
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e

Lt (o O nleses

UMEALTH MELLER SCHOOL
l__l th UNIVERSITY OF MIAMI
Heal MILLER SCHOOI 3 .

Grvarry o mameasr | Of IV E UMMG Faculty Orientation

CONTAGT INFORMATION P

Home l 2
I . -
| Weicome Session Clinical Systems \

ULeam Faculty Orientatio

Reauremonts % UMCET

About UM Leonard M. Milor i 1

M Loonard Applications

| Apout UHeaitn Details

UCare

UMMG Policies and

Procacures

L A N N N J

Clinical Depariment

Ciinical Systams

e Welcama to the University of Miami Madical Group Additional

Welcome 1o the University of Miami Medical Group (UMMG). the faculty practice of Resources

Banefits tha Univarsity of Miami Leanasd M, Millsr School of Madicing, and the physician

| s Map groug for UHealth — Univarsity of Miami Health System. With many faculty ¥ University of Miami Madical

Growp (UMMG)

¥ ULearn

* Policles and Procedures

University of Miami Mealth System Legnl
About Us ‘Community Medical Disclaimer Copyright &
Patian Sarscas Twittar Tarma of Lisa. Univarsity of Miami,
Locasons Pacenook Privacy Statement A Flights Reserved.
Carvers WouTube

Homepage with no Teasers or Tertiary Components
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CONTACT INFORMATION Search

Home

About Us

Services

Executive Team

Contact Us

1 JHealth

'UNIVERSITY OF MIAME HEALTH SYSTEM

Executive Health Services

Schedule Your
Care In
Beautiful Miat

Executive Health Services

You're busy - so busy that you don't have enough time fo relax let alone give your health the attention it deserves. With
UHealth's Executive Health program, we take care of everything so you can get the care you need in an environment you'l
enjoy.

From the moment you schedule your appointment, we will do everything we can o deliver an unparalleled care experience.
Our team will work tirelessly to address your needs. And because we are part of the University of Miami Health System, you
will have around-the-clock access to some of the world's most advanced, effective care.

Isn't it time you took care of yourself by letting us take care of you? Contact a representative with UHealth’s Executive Health
program to schedule your visit today.

We look forward to hearing from you, please call 305-243-2738.
Learn about the University of Miami Miller School of Medicine's scientific research and clinical trials,

University of Miami Health System Legal

About Us Community Medical Disclaimer Copyright @

Patient Services Twitter Terms of Use University of Miami,
Locations Facebook Privacy Statement Al Rights Reserved
Cargers YouTube

Questions? WebContent@med.miami.edu
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The Content Pages hold all the information of the web- Content Landing Page

site. Depending on the section the display of the content UHEALTH - MILLER SCHOOL
H i H UNIVERSITY OF MIAMI
varies. The Header and the Footer remain the same in all lJHeﬂlth ART S R, .
pages. awvasrrormmmamsrion | 0f MEDICINE Neurological Surgery
CONTACT INFORMATION | FINDADOCTOR | MAKEAGIFT | MAKE AN APPOINTMENT | INTERNATIONAL SERVICES |

1. Left Navigation: These are the primary links a visi-
tor will use to get around the site. They will be present in
all pages.

2. Content Body: Main text relating to the section the
user is in. This area can include pictures referring to the
material.

There are 3 kinds of content pages:

+ Landing Page: is a page that appears when you click
on a Section or Sub-section.The content on the page
consists of one (1) single Post with information pertinent
to that Section.

+ Article-list: displays a list of articles or posts corre-
sponding to a Section or Sub-sections, rather than a
single post with content. (see Article-list image)

- Article List with images: is the same as the Article-

list, with images added. (see Article-list 2 image)
* News: Displays a list of news from the Miller news site
with local news posts. (see News image)

4. Sub-Navigation: If a section has too much infor-
mation it can be divided into sub-sections. These sub-
sections could appear on the left navigation but in many
cases it would make the left navigation too long. Instead
they are placed at the top right side of the page, and will
remain there only while you are navigating on the parent
section.

L8

‘...‘

About Us
Patient Center
Clinical Specialties
Faculty

Research
Education
Referrals

News

Video Gallery

Medical Conditions &
Treatments

Hespi "g‘ally ranked among the best neurcsurgery programs by US News
o .

Patient Center

e Patient Center

Patient Center

Make an Appointment
Find a Docter
Planning Your Visit
Patient Information
International Patients

Patient Stories

The Department of Neurosurgery at the University of Miami/Jackson Memorial

We are the leaders in the treaiment and diagnosis of neurolegical conditions. Qur
knowledge, expertise, and commitment to patient care have eamed us the
reputation of a world-class research and medical center. That means we provide
state-of-the-art treatment as well as excellent follow-up care. We have more than
14,000 patients that visit us each year and we conduct over 4,000 surgeries.

QOur doctors provide comprehensive care throughout South Florida at locations
such as the University of Miami HospitallJackson Memorial Hospital, Sylvester
Comprehensive Cancer center, UHealth Boca Raton, UHealth Kendall and UHealth

Hialeah.

For maore information on a wide variety of conditions, please select from our clinical

specialities.

0000 0000000000000000000000000000000000000000000000000000000000000000080

University of Miami Health System Legal

About Us Community Medical Disclaimer Copyright &
Patient Services Twitter Terms of Use University of Miamni,
Locations Facebook Privacy Statement All Rights Reserved
Careers YouTube

Questions? WebContent@med.miami.edu
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Article List Article List with Images
UHEALTH  MILLER SCHOOL i e
UNIVE ¥ OF MIAMI
UNIVERSITY OF MIAMI lJHealth MILLER SCHOOL .
lJHe MILLER SCHOOL e orssanmsms | of MEDICINE UHealth International
awvesmormas st | 0f MEDICINE UHealth International
PR Adminisirative Team e Te |
CONTACT INFORMATION ~ MAKEAGIFT =~ MAKE AN APPOINTMENT  EN ESPAROL Lot
Eduardo de Marchena M.D., FAC.C. FACR, )
LSCAL Eduardo de Marchana
Administrative Team T | .
Home A 0 Professor of Medicing and Surgery . Lilliam Guzrnan, M.C.
Administrative Team e A e Dt . e
J— (_Eduardo de Marchena M.0., FAC.C. FACP, FS.CAL ) 3 —
. Aimaida
Associate Dean for International Medicine - Eduardo de Marchena o R
. o
Centers oflPucslience Professor of Medicine and Surgery . . R s
o ™ o
Visitor Information Director of Interventional Cardiology 2 M e Liltiam Guzman, M.D. .
. Medical Director 4
. Emilio Nufez, M.B.A. Ueaith Irternatonal .
Administrative Team e . o
Lilliam Gi , M.D. 4
am fsuzman : Maria Almeida .
Ambassadors Team Medical Director 2 :
UHealth International s Jose A. Valdivia g
Coordinators Team 4 .
. Roderick Zamora Ermilio Nufez, M.B.A. .
— N
Patient Testimonials Enmilio Nufiez, M.B.A. . Ernibis Mufez, MBA .
3 Exmcutive Director 9
‘e Enilio Nuez, MB.A, 3 Itamakonal adine Wskhte g
Executive Director 3 / i . i i .
International Medicing Institute |  Infemational Medicine Instifute 3 C|ICkIng on the title will take :
. . N
9 you to the page with the full J
Maria Almeida e Maria Almaida >
. post content. 3
Oncology Manager 4 \ mﬁ::'l ariodi .
malmeida? @med.miami.edu 4 4
. - o
y B > L Bealth | ot UHealth Intemational d
Jose A. Valdivia COTACY AR NAREA BT Wl A AT N BB ecccccccccccccccccccne
Jose A, Valdivia = Adrniiative Taten et s Waeran
Finance Manager oot Eduardo de Marchena M.D., FAC.C.,, June A, Valdivia
[ — FAC.P,FS.CALlL Josn A Valdivia
Wiaor Idrmaten Aoty Dean bor ldemacorsl bedcaes Finanes Managar
e Pt o Untere u;::ﬁ praldiiS med. miami.edu
Roderick Zamora ——— - kP ST R
Coneoratcn Seas achoirw ardl wagery  the Urfesculy of Wi
Roderick Zamara Pt Teatrersas et
Ophthalmology Manager b S
rzamora2@med.miami.edu = B e e e e i e
....................... mi.edy s i SR
o "vMW:h Ophthalmalagy Managar
Cardology e, 833 sered 58 TRl of e Dvison of Comioogy Sad wis. reamona@ @ med. miami. edu
apoieted bn Chama Dnp et o i
Wit e tren 3 yeens of diriosl sepedece n Bowth Morce. ha completod
Gl it o A et
l_lHealtll University of Miami Health System Legal
UNIVERSITY OF MIAMS HEALTH SYSTEM About Us Community Medical Disclaimer Copyright ®
Patient Services Titter Temns of Use Universiy of Miami, I _BHealth Lnfrevwfty . Wi 1wt Sy Lagut
s i e e About Us Gommunty Medical Disclaimer Conyright &
Locations Facebook Privacy Statement All Rights Reserved T T TS e
Careers YouTube Locations Fanobook Frivacy Statoment A Fights Rosorved
Careors YouTube
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Content Page Options

News Page

About Lis

Division of Clinical and
Translational Genatics

L Clinical Services

L vow 1o neter a patiant
L Gainical Laborasories
Education
Naws and Events
Job Opanings
Usedul Links
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UMEALTH - MILLER SCHOOL

The Dr. John T. Macdonald Foundation
Department of Human Genetics

Institute in Biomedical Nanotechnology

Propelied by a transormative g from & longtime

cortributer, Bha Uiniversity of Miami foday is announcing 2m
tha eraation of the Dr. Jehn T. Macdenald Foundation

Bk Instinte, & of

Koy scientific diaciplngs that wil hamess the feld of

nanctschnolagy bor cinical applications.

Fead mom =

Pheacd e =

Physicinn-Scintist Awardod §3 Milion Grant to Study
Genetic Hearing Loss

The Millor Schaot's Xuo Zhong Liu, M.D., Ph.D.. assodiate
profussor of ctolaryngology and human genetics, has
recetved a five-yoar, $3 milion grant from the National
Insteutes of Health 10 continus his search for genatic
causus for hearing 055 in humans.

Human Genetics and Genomics Seminar Series

Tusaday, March 20, 2012 4:00 PM — 5:00 PM (Easterm
Standard Time)

Pead more =

Bix-Year-Old Recovers from First-of-its-Kind Liver,
Panoreas and Kidney Transplant

March 13, 2012 - Olaf Bodamaor, M.D., Ph.D. was mcently
featured on Local 10 news. Please dick the lnk 1o soe the
hul inberview. ..

Fnart morn

The Clinical and Translational Science Seminar series

The Clinical and Translational Science Seminar seres will
continue on Wednesdsy, March 7, at 4:30 p.m. in the.
Maliman Cenier for Child Develcoment, eighth-floar
audionum. Jeflery M. Vance, M.D., Ph.D.. Chair. Dr. John
T. Macdonald Feundation Dapariment of Human Ganetica
and Director, Canter for Genomic Madicine, Hussman

Institute for Human Genomics, will give a lecture titked, * Whols Exome
Soquoncing: Th New Diagnostc Method tor Genutic Discrders”

Fead morm =

University of Miami Health System Legal

About s
Patent Sanvices
Locasons
Caretrs

Communiy Mecical Disclaimer Copyright &
Twizer Tarms of Uss Univarsity of Misemi,
Facsoook Frvacy Statemanm Al Rights Rasenad
Vo Tk
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CONTACT INFORMATION ~ FINDADOCTOR = MAKEAGIFT | INTERNATIONAL SERVICES |

Content page with no sub-navigation

UHEALTH MILLER SCHOOL

UNIVERSITY OF MIAMI
MILLER SCHOOL
of MEDICINE

Orthopaedics

Home

About us

For Providers
For Patients

' Foot & Ankle
L Joint Replacement
L Hand

L Oncology

L Trauma

L Spine

L sports Medicine
News

Miami CORE: (Research &
Education Foundation)

Education
My UHealth Chart
Breakthrough Medicine

Tissue Bank

L_JHealth

UNIVERSITY OF MIANS HEALTH SYSTEM

Miami CORE: (Research & Education Foundation)

Miami CORE

The mission of the Miami CORE (Miami Center for Orthopaedic Research and Education) is
to improve quality of life for those with musculoskeletal disease, find new methods of
treatment through research, train excellent healthcare professionals, and provide our
community with the best in orthopaedic care.

Established in 1997 to support the endeavors of the Department of Orthopaedics, Miami
CORE strives to accomplish the following goals:
1. Securing endowments in order to retain and recruit dedicated and talented faculty

2. Funding education and research for a nationally recognized residency and fellowship-
training program

3. Fostering an environment that promotes excellence in basic and clinical research,

education and patient care D Wark Brown
4. Serving as a resource for diagnosing and treating orthopaedic problems
5. Introducing the latest treatments in orthopaedics; and evaluating the safety, efficacy, appropriateness and

cost-effectiveness of new and established treatments

6. Providing outreach education to our community

To support the mission of Miami CORE, the Development Advisory Council {DAC) was created. It is comprised of members
of our community, faculty and staff who have voluntarily taken an active interest in raising funds in support of research and

education.
University of Miami Health System Legal
About Us Community Medical Disclaimer Copyright ©
Patient Services Twitter Terms of Use University of Miami,
Locations Facebook Privacy Statement All Rights Reserved
Careers ‘YouTube

Questions? WebContent@med.miami.edu
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%egltﬁh of MEDICINE Logging in and switching to your site in EE

1. Go to the web address provided by the IT department in your browser and enter the username and password you were
given. This step is known as “logging in.”

This address is only accesible on campus. You can connect to the Medical campus network externally by using the Secure
Gateway VPN

The first time you log in to EE and any time you clear the history in your browser, you will start in the EE Main Control Panel.

EE Main Control Panel

EE Main Control Panel CP Home 1 nev-aut
testpat
A miar Bascom Admins
e Q0 s Site Button:
Site . .
This button will
Recent Entries Notepad o
_ always indicate
User Guide No Notepad Entry. Click to create one. :
EE Wiki the site you .aTre
Search currently editing.
Search @
Quick Links
Quick Links Manager

2. Look for the EE Main Control Panel button in the top-right corner, and click it.
If you have access to more than one site, the button in the top-right corner will always indicate the site you are currently editing.
If you are not in your site, click on the Site Button and select your site from the list.

In order to add or edit posts, you must switch to the correct site.
Questions? WebContent@med.miami.edu Chapter: Logging in to your site * Page 10
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l JHea,lth MILLER SCHOOL Ge’[ting around EE

unversiry of mamieasystem | of MEDICINE

Your site’s Control Panel

The Control Panel is where most of your interaction will take place. Here are a few things you should know:

(2 ) Qe p 1.Ifyou hgve access to more
& Content Help Bascom Paimer than one site, check that your
Bascom Paimer . CP Home testpat Log ot site’s name is in the Site But-
M testpat
N oo Admiing ton.
. P / \ /i Bascom Admins
Creats ‘i Modify or dele UA View "/ | My Account
Entry, Entry A Site .
: < } 4 Notepad .
: . Most Recent Entry : Recent Entries : otep: 2. The Content Menu is
. N . User Guide . No Motepad Entry. Click to create one. . .
EE Wiki ] where you will create, edit and
. Search

upload content.

Search (q)

Bescf T ocatons
eeeedisecctstcctcstascccsrcsssrcanes Sececctsscetccssrccssrcanes Secscand Quick Links. ¢ e cooeeecnccccns » Eat o
Quick Links Manage: ﬂ*\ Overview Relief Efforts Lr delete
Research Cores, Labs
— Entry and Programs
nds sogvar Ng¥ Researchers
Choose a channel to post in Sidebar Butinns ent Entry
Locations Specialties Gontent
EllisLab, Inc News Spotlight
Posts
Relief Efforts

Research Cores, Labs and Programs
Researd hers
Sidebar Buttons

Specialties Content

v :
3. The Entry button in the ¥ 4.The Modify tab is a shortcut feoee o P 5. The links in the View tab
Create Tab is just a shortcut to Edit posts. You can select should be ignored.
to publish new Posts. It is the Entry to see a complete list of
same as going through the available posts or select Most
Content - Publish menu Recent Entry.
(see No. 2)

Questions? WebContent@med.miami.edu Chapter: Logging in to your site * Page 11
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unversiry of mamieasystem | of MEDICINE U nderstanding CO nte nt Structu re

In EE, to organize the information more efficiently, the content is divided into channels.

Each channel has a particular set of fields that correspond with the type of information being entered. Let’s think of channels
as containers where you store all the information of a particular section.

Choosing the right channel in EE

Most sites will have these three basic channels:
* Section
* Post
* Home Displays

Depending on the complexity of the site, there could be additional channels like News, Events, Research, etc. Take note of what
section on the site you are updating. If you are in the Research section, check to see if there is a “Research” channel. If there
is, you should enter your information there. If there is no Research channel, you should select the Posts channel. (This chan-
nel is the general category, where all the posts that do not belong to a particular section are contained).

There will be times when sections in your site have been highly customized and will therefore use a completely customized

channel and method. If that is the case for one of the sections you will administrate, you will receive a separate set of instruc-
tions.

Find out what channels are available to you

1. Click on the Content button in the top-left corner.
& G Relief Efforts

Research Cores, Labs
and Programs

Entry

2. Hover over Publish and you will see the list of available channels to you. i =
News Spotight

If you need to edit a section or subsection and do not have access to do so, [ —

contact your site administrator to make those changes. s

Specialties Content
Spotight

Questions? WebContent@med.miami.edu Chapter: Understanding content structure « Page 12
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Understanding Section and Post Hierarchy

Now that we know that the information is divided into channels, we need to understand where the content goes. Posts contain
all of the content found in the center of a page. Sections are the containers that hold posts together and create navigation.

Let’s draw it out. Let’s say you need to create a new Section for the Orthopaedics site.

1. We would Publish (or create) an entry in our Sections Channel on the Content Menu and name the Title Miami
CORE (Research & Educational Foundation). That is the name that will appear on the left side menu.
We would select Landing Page on the Layout menu.

2. Now we need to Publish the Post in the Posts Channel that will act as our landing page for that section. We assign it
to our Section and mark it Sticky.

UMEALTH - MILLER SCHOOL

l—l t[l L\'.‘l\'HH.‘SITYUFMl.’\Ml
lleal MILLER SCHOOL
nemvormaeamsson | of MEDICINE Orthopaedics
i Top Navigation ...,
SECTION é Left NaV|gat|0n ; _____ o Miami CORE: (Research & Education Foundatien)
: o0 About us Miami CORE
. . E ..... For Providars niision of i M i Gt fov - ron and jon) i
o o The section is what makesa i Dottt e it
post visible on the navigation T e e S
o Established in 1997 fo support the ende ! e ol O Miami
—_— CORE sirives 1o accomplish the lollowing goals:

1. Soouring endowments in order 1o retain and recruit dedicated and talonted faculty
2. Funding acucation and research for & nationally recognized residency and fellowship-

Fmining program

3. Foaterng an environmant that promates axcollance in basic and clinical resoasch,

SECTION
POST education and patient care

.

.

. 4. Sendngnsa for dingrosing roblms
.......................... vee codfecocssccccsccsccccrccsccsoconmeccotlleds SISSISEISISeIN o o oo 0o esvoetosessovsassse

. | 8. Witrodusng the lates) reatments in orl ios; and evaluating the safety, efficacy, appropriateness and

2 .0 0d ow ard ustablishod veatmer

.

.

§

e Mark B

STICKY 6. Providing cutreach aducation 19 cur community

Ta suppont the mission of Miami CORE, the Devalopmaent Advisory Coundil (DAC) was created. B is comprised of mombers
of cur community, faculty and staff wha heve voluritariy tsken an sciive inerest in rising funds in support of ressarch and
aducation.

The post is the information
displayed on the page when
you click on that section

Questions? WebContent@med.miami.edu Chapter: Understanding content structure « Page 13
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3. If we want to add more content, we would create another entry in our Sections Channel, which will act as our Sub-
section. Those entries will be on the Submenu at the right or left side of the page. We assign that Subsection to our
Section.

(e.g. We create a new section called Residency Program and we assign it to the Education section in the Neurological
Surgery website).

This is the Section These are the Sub-Sections----:---- :
subsection EECEEEEEE p POST éUNlVERSlTYUFM]AMI
lJHealth ‘MILLER SCHOOL .
subsection TR POST amsmvormmmamseren | +0f MEDICINE Neurological Surgery
CONTACT INFORMATION | FINDALCOCTOR = MAKE AGIFT = MAKE AN APPOINTMENT = INTERNATIONAL SERVICES [searcn |
} subsection JEEEES © POST [ 2 Education : Residency Program Etiucation

E

subsection

About Us Residency Program = | gmmmsms—————— 4 .
------ {Prost ——t o

To apply for a residency position please use the ERAS Matching Service.

4 Fellowships " oo oigle
‘ Clinical Specialties E Application Requirements: o

it e

Visiting Medical Students ‘- XOOY
Faculty e » USMLE Step 1 and a minimum passing score of 200
: « 3letters of dation { from other academic ne. International Observerships < ..... :
e Research X . i
TIC KY « Research experience is preferred, but not required. Py ‘ ______
— Education ‘ """"" Cur application deadline is October 31st of each year.
3 L B ‘
Referrals We accept International Medical Graduates (IMG) who meet the qualifications listed 4
above and those who have a valid ECFMG Certificate and have completed USMLE 3 H H
—— Steps 1, 2 and 3, all with a minimum score of 200. Previous dlinical and research : This is the
Video Gallery experience in the US is preferred but not required for IMG's to apply for Residency. 4 Sub_sectlon
) " For additional information please visit: Neurological Surgery Residency Program at .
Medical Conditions & Meurolegica) burgery fesidency rrograma 3
Jackson Memcrial Hospital. . menU
Treatments 3

................................................

CONTACT WFORMATION  FINDADOCTCA  MANEAGIFT  INTERNATIONAL SEFVICES

e Miami CORE: (Research & Education Fou |n addition tO haVing the

Aoousus Miami CORE submenu on the right column,

::m"‘““‘“m’ < o s s e e ummaes, YOU C@N als0 display it on the
mant through ressasch, train sunellent heall .

— wwmmranomemeccn. AN Menu on the left.

stablished in 1987 to support the endeavors of

s o sccompan e oiowrg .1 NIS 1S OPtional.

Seouring endowments in order o retain and

L Oncology o Funding education and resaarch for a nation

b Trwwmn e :::::r::':r’:mummnl tht promatas axg . . .

 tone @i heaton andpaent e 4. You will then create a post or multiple posts for each subsection.
:4 Saning as a resource for diagnosing and tre

L SpotsMedcng @ cceeecqeeet
| ° | 5. introducing the latest treatmerts in orthopae

News now and
6. Providing cutreach sducation 1 cur commul

Questions? WebContent@med.miami.edu Chapter: Understanding content structure < Page 14



L BHealth | \viierscroon

omesmvormamreamsvsim | of MEDICINE Post H ierarchy

Adding multiple posts to a section

In the previous example, we have a section with multiple submenus. Each submenu has one post assigned to it, but there are
some instances where the section has more than one post. In that case we have to select one post that will act as a landing
page for that section by making it "sticky". Sticky means that this post will take precedence over the rest and will show up first.
Now let's see how this works.

o
RMEAMH - BLLER SCHOOL

lj | UNIVERSITY OF MIAMI
][wllll M SCHOOL ol o
Wasiraanmanes | of MEDICINE Neurological Surgery CONTACT INFORMATION | FIND ADOCTOR | MAKEAGIFT | MAKE AN APPOINTMENT | INTERNATIONAL SERVICES |
CONTACT WPORMATION  FIMD A DOCTON  WAKEAOFT  UAKE AN APPONTHENT  INTERRATIONAL BEMACES !
Patient Center : Planning Your Visit
Homa S e Home Planning Your Visit
About Us Patient Center
: i About Us Before Your Appointment
-------- Pastort Contor ......’ Maps & Directions
Clirical Spocsaltas. Patient Center
oo — — To Do Before Yo,ur ADPOHHRENE: o oeneeenneeonnaeennncens ’ Parking & Transporiation
ClicaliSpodalias o * If further testing has been ordered, a prescription is necessary. A :_Jgp.y_qf_lbg} Hotels & Accomodations
Faculty 3 prescription will befaxed 1o you, your Primary Care ﬁ'hyslman and the facility’
3 of your chaice. Ou? physicians prefer tests be done qt a UM diagnostic facmty Security
. Research s whenever possub!e : .
e The st of Mmooy i o Uiy o il M el Subsectlons — « You must notify uqr office (305-243-6948 or 1-800-! 596 3783) with the name SHEEERIRLE
Video Gaery Horsgitad is rationally ranked Bmong the est Neursungeny pgrams by LIS News ‘ and phone numbef of the facility you choose so that We may obtain : é
& World Report. 4 3 .
rmwcum & T . Referrals g authorization for ypu as required by your insurance mrner . :
Knowlecs, Soparies, Wi COmTTIERD DABe| OMS v Semed Ub e S : « Itisthe patient's respt of choice and 5chedule the 3 When you CI|Ck on a
e : News L etonal s il Gyt 1 oy ou o : o :
Sect'ons 5 P e 4,000 E Video Gallery s schedule the lestsf eduhngalesl alanm um ;| section with mU|tIp|e
(Our dockars provkIs Comprebuneive cave Iheoughout Bovih Foride 1 oceiont : <. faclity please opn: Landin g . . o
s N [ ssessesesees egeesseed RS . 3
Tt T o corsrs 77 : 9 £ posts, the sticky post :
: Tiatments To Bring to Your:A| Page : | will be the landing
TP 08 0 N FRATIL A A bt 100 3 3 : * « AlMRL CT, X-Ray Stick T NOTE: In the everit films g
e : aro ot i g (SHCKY) o socons i 1o #| page and the addi-
are not able to obigin murs prior to your : b X ) o
appointment, you WA Bie IF YOU DO NOT bring :| tional ones will be the :
all of your films (MfI, CT, and X-Rays) the doctor wil! not be able to ren:!enhe b 4
best possible recommendation and we will have to réschedule your . b Su bmen u.
appointment. . . S
— — —

POST POST POST POST POST POST

STICKY

Additional non-sticky posts.

Questions? WebContent@med.miami.edu Chapter: Understanding content structure « Page 15
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I_BHealth

UNIVERSITY OF MIAMI HEALTH SYSTEM

1.3 Content Design Add-Ons Members Admin

Edit Feature Banner
ot - Before you can add content to your site you
Quick Links H H H
Security Update Rel " Jooooroenccocecccntccncccncannns } need to create the section that W|” hOSt it.
An ExpressionEngine version 2.2,  Sidebar Buttons 1ased &

build is: 20110801.

Please download here and follow the update docs to ensure you are runi 1_ create the Section: From the Content
menu, select Publish and Section.

2. Title: Enter the title of your post. This field has
a maximum of 100 characters including spaces.
This field is mandatory.

Content Design Add-Ons Members Admin Tools Ed

Meurosurgery CP Home Publish Edit Entry
3. URL Title: This field will automatically popu-
late. If your Title contains punctuation signs,
please remove them on the url Title. (e.g. in-

Publish Date Categories Options Pages stead of M.D. use md)
> *Titl

: 4. Section Name: This name must match the
|| URL title if you want the section to display on a
- URL Title menu. There are some cases where you want
[ to create a section with no content that will just

. link to another post or an external link. In those
= Sociion Neme l . ) cases you can leave this field empty.
[ [ 4 J—
W : 5. Parent Section: Select the corresponding

~ Parent Section - Neurosurgery . )
( ) < 1 parent section from the dropdown menu. If it's

a main section on the left or top menu, leave it
~ Will this section appear in the navigation? . .
rr= : blank. If it's a sub-section, select the parent sec-
tion from the list.

Questions? WebContent@med.miami.edu Chapter: Adding content to your website * Page 16
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Creating a Section

l

* Parent Section - Neuroscience

= =

~ Will this section appear in the navigation?

Mo
Left Navigation
‘op Navigation
As Subsection

ill you use for this section?

~ What template will you use for this section?
landing-page =

landing-page
article-list
article-list-with-images

MEWs

~ Short Description

l

~ Page to Link

6. Navigation: Here you can select if you want
the menu item to display on the left or top navi-
gation. If it's a subsection you can choose to
display it on the left menu, but if you don't select
anything, the subsection will be displayed at the
right side menu only.

7. Template: Most content pages will use Land-
ing Page, but if you have a series of posts and
you want to display a summary of all of them on
the main page, you can select Article-list with or
without images. If it is a news section, select the
news template.

8. Description: Leave this field blank.

9. Page to link: If the section is just a place-
holder that has no content but will link to an
external website or to an internal page, you will
place the link here. If it's an external link, copy
the complete URL. (e.g. http://med.miami.edu). If
the link is to another page inside your site, copy
the section and page name (e.g. /section-name/
page-name).

10. Submit: Once you are done click Submit to
create your section.

Questions? WebContent@med.miami.edu
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Creating a Post

# Content Design Add-Ons Members  Admin

nfor FAQS
Edit Feature Banner
File Manager News
e lz_ﬂ
Quick Links
Security Update Re| Sections
An ExpressionEngine version 2 Sidebar Buttons sleased ¢

Please download here and follow the update docs to ensure you are run

&  Content Design Add-Ons Members Admin Tools Edit Template Manager Help

MNeurosurgery CP Home Publish New Entry: Neurosurgery Posts

Publish Date

Categories Options Pages

- *Title

~ URL Title
~ Parent Section - Neurosurgery —
[ = ﬂ e E

~ Body

B / U S == PH IIDIiHBE==:z=== @HE ¥

v If your Tile contains punctuation
signs, please remove them on the url
Title.

e.g. Big discovery by Dr. A. Brown,
M.D.

Your URL title should be:
big-discovery-by-dr-a-brown-md

1. Post: Once the section has been created,
go back to the Conent Menu and select Publish
Post. You will see a set of fields used to store
data for each post in this channel.

2. Title: Enter the title of your post. The title field
has a maximum of 100 characters including
spaces. This field is mandatory.

3. URL Title: This field will automatically popu-
late. If this post is the landing page to a sec-
tion or subsection, the URL Title must match
the section name you are going to select in
the Parent Section field. This field is manda-
tory.

4. Parent Section: Select the corresponding
parent section from the dropdown menu. You will
notice the parent sections are listed in URL Title
format. If your post is the landing page to a sec-
tion or subsection, your URL title must match the
Parent Section. This field is mandatory. Failing
to select this will result in the information not
being displayed on the website.

Questions? WebContent@med.miami.edu
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Creating a Post

Publish Date Categories Pages

~ Channel
[ Neurosurgery Posts ﬁ

~ Status

~ Options
] Make Entry Sticky

New Entry: Neurosurgery Posts

~ Body

B J USZ=PHRIBDHBMB=EEE:E===E@E = 0@
4

z; Formating Textle 18)

5. Landing page or submenu? If your post is

a landing page to a section or subsection, you
have to make the entry sticky to make sure it will
always display first.

Go to the Options Tab and select Make Entry
Sticky. Mandatory for landing pages.

6. Body: This field will hold all of the information
for your post. This field is mandatory. (For de-
tailed instructions refer to the Body field section)

Questions? WebContent@med.miami.edu
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Creating a Post

~ Summary

Ly

~ Image Gallery

B I USZZiZPHRBHEBMBEE=SE:=S== @& =

RN

% ascy Fomating

(+) Add Image

e

~ Image Position e ~¥ideo ID

-

@d
y

> Short Description

Image e :  Alt Tag/Description Caption

9

(for detailed instructions
refer to Uploading images to
a post section) ¥

(for detailed instructions
refer to Uploading videos to
a post section)

6. Summary: The summary field should contain a
summary of the post. The information in this field
will be shown when your post is in a content list. It
should be no more than two or three sentences. If
your post is part of a list of posts, this field is
mandatory. If this field is not part of a list of posts,
this field is not necessary.

7. Image Gallery: Click on the Add Image button
to add a new image. You can upload new images
or select an existing image from a folder. Make
sure to follow the image guidelines when upload-
ing new images. You can add multiple images by
clicking on the + button just below the first row.
While this field as a whole is not mandatory,
every image you upload is required to have
an Alt Tag/Description and it is suggested that
you add a caption.

8. Image Position: This will dictate where your
image or image gallery will appear on the page.

9. Video ID: All videos added to the website

must be YouTube videos. The ID for a YouTube
video is the string of numbers and letters fol-
lowing the “v="in the URL. So, for example,

if the video link is http://www.youtube.com/
watch?v=iarN7BCSjiw, you would enter iarN-
7BCSjiw into the Video ID field. If you need a
video added to YouTube, contact your site admin-
istrator. This field is not mandatory.

Questions? WebContent@med.miami.edu
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Creating a Post

#
~ Image Gallery
Image Alt Tag/Description
1 (+) Add Image
[EJ

~ Image Position ~ Video ID

“

top

> Short Description

~ Link

~ Refer Text

~ Sidebar Buttons
Button ID
1
[:-E]

~ Form in Content

Ld

4

ABCw" Formatting | Textile B‘

Caption

1)

EllizsLab, Inc.

10. Short Description: This field is used as your
meta description, a tool for Search Engine Opti-
mization (SEO). Your description is limited to 150
characters including spaces and should accurate-
ly describe the information in your post. Copying
and pasting the Title into this field is not enough.
This field is mandatory. For more information,
go to the SEO section.

11. Link: There are times when a post will act as
a link to an informational page elsewhere rather
than contain all the information within it. In this
field, you should drop in the URL that contains the
information referred to in the title of this post.

12. Refer Text: This field is used as a jumping
point to a full page of information or a link when
your post is part of a list of posts. It works in
conjunction with your summary text. An example
referring line for a post about diabetes would be,
“Read more about diabetes.” The words “click
here” should not appear anywhere in this field
as it hurts SEO. This field is not mandatory.

Questions? WebContent@med.miami.edu
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Publishing your Post

Publish Categories Options

> *Entry Date
2011-10-31 03:24 PM

] October 2011 0

Su Mo Tu We Th Fr Sa

[ 1]
| 2[ s 4] s| of 7] g
[ o] 10 #] 12 18] u[" 18]

EllizsLab, Inc.

13. Publishing your post at a later date: This
step is optional: If you’d like to publish your post
at a later time, go to the Date tab and edit the
Entry Date to the date and time you’d like your
post’s information to be available publicly.

This feature is mainly for new posts. If you
change the date on an existing post it will re-
move it from the website until the new date.

14. Publishing your Post: Click Submit, and
your post will appear on your website. The Submit
button can be accessed at the bottom of any of
the publish form’s tabs (Publish, Date, Options).

Make sure you review your post for errors be-
fore you click Submit because the post will be
published on the website.

Questions? WebContent@med.miami.edu
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Editing an existing post on your website

f Content Help

Basct  Publish
&
! File Manager ‘o :
C

H Overview

Entry Entry

Most Recent Entry

A Content Help

Bascom Palmer CP Home Edit U

anne ’
Search Entries @

Filter by Channel |4 [ Filter by Category [#]] [ Filter by Status '+ [ Date Range 2]

Filter by Channel
All

Locations
News
Posts
Relief Efforts

Research Cores, Labs and Programs
Researchers
Sidebar Buttons
Specialties Content
Spotlight
2172

Eqguipment i

2770

Microbiology Research Core psarmiento

View Comments Author Date

Contact the Ocular 122311
- 09:50 am

il Autosaved Entries *

4 Channel Status @

psarmiento s?gg";ln research-extra Open =]

research-extra  Open =]

* Content Edit Help

Bascom Palmer CP Home Edit

Edit Channel Entries

Search Entries

[_Filter by Channel &) [ Filter by Category (&) [ Filter by Status (3]
[ Date Range 14) ((50results (3

Keywords E I J ’

() Exact Match [ Search titles only =]

# Title View Comments Author Date & Char

I Tip: The Edit Page is where you will

spend most of the time.

If you click on the +Add button when
you are on that page it will be added to
the top navigation giving you another
way to quicky access the Edit section.

There are times when you will have to make
updates to existing posts. You will have access to
altering posts you’ve created as well as those cre-
ated by others.

1. Log in to EE and switch to your site if you are
not already there.

2. Click on the Content button in the top-left cor-
ner. Hover over and select Edit. Or select Entry
from the Modify tab. You will be taken to the Edit
Channel Entries page, which contains all of the

posts you can acccess.

3. Filter through posts:

3a. Filter by Channel: If you know in what
channel your post lives, select it from the drop-
down menu.

3b. Keywords: Enter all or part of the title
of the post. The list will automatically filter as you

type.
4. Click on the title of the post you’d like to edit.

5. Edit and submit the post.

Questions? WebContent@med.miami.edu
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The Body field

Adding Content to your Post

The following is an overview of the tags and style used throughout the websites.

Emphasis Ordered or Numbered Lists , | 1. Listitem » Lstitem  _ unordered or
Text can be Ordered lists are meant for lists o List item > List item °  Bulleted Lists
in which the order is o o Unordered lists are
bOldEd or ‘..............................E |mportant_for example, the 3. Listitem » List item meant for lists in which
italicized. Y [ZTTTTTIRISRTSTPRRR directions for a recipe. 4. Listitem > List itemn the order is not impor-
Ita/ICS are meant fOI’ 8 GEGGGGRGGGRGRE LR LT TaTa tant—for example, the
emphasis while bold - ingredients to a recipe.
is meant as a stronger ~Body. £ £
emphaSlS. B I U 8§ i = Pm Hii@q =E =E = =E E = @..@... ................... [~ IXRLETED } The elements in this
r's °° ' section should be
P h : : ¢ Headings (H3, H4) ignored.
Paragraph S g td ............... e \ | Headings are meant to divide a page into
atragratp S" aLe crz:.e : i outline format and follow a logical struc-
auhorga |<;a ybyta N9 ¢ ture and should not be used to style text.
? ard return between : i They not only provide structure, but also
nes. help screen readers determine the hierar-
: i chy of the information.
Hland H2 4.......coeeennens fodensesnsece st E 5 4
Heading Tags Ej ; : Formatting
The H1 and H2 head- = :
ings should never be il T et
used on a page. The H1 H3Tag Geeeceeceeecsecsecnnnns Before Your Appointment
and H2 have already H3 is the Title of the :
To Do Before Your Appointment 4' ---------------- 2 H4 Tag

been declared.

page and should not be
used for sub-titles.

= If further testing has been ordered, a prescription is ne
prescription will be faxed to you, your Primary Care Pt
of your choice. Qur physicians prefer tests be done at

Use it for titles inside
the content.

Make sure you have a line break before and after the h4 tags, or they will not be formatted

Questions? WebContent@med.miami.edu
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Adding Links to your Post

You can add links to other pages, email addresses or documents in your content.

Linking to other websites 2}

When you are linking to other websites it | ~Body
is better to write the name of the site in-
stead of the web address in the content.
Let’s say you want to link to UHealth

International. | T TR

- =

Enter a URL:

B I U S =Z=PHmmmbmbB===s=== @@ = @

You can have different types of links inside your content: [htlp:ﬂuheahhlmernatk:nal.comﬂ ]

1. Select the text 4

=

< Formatiog (-TRRa BB - -+ vevererrreneane :
2. Click on the Link button :
and type or paste the full web address _ _ . _
in the pop-up window. The ik will look fike t_hls For more information visit the UHealth
In this case it would be: on the website. Intern al. %
http://www.uhealthinternational.com ] :
Linking to other pages in your website Email links ¢
Making internal links is the same as linking to ex- Enter /patients/ in the URL field. Email links work just like website links.
ternal websites, but in this case you do not have Select the Mail button and type the email ad-
to include the main website address. dress.
Let’s say you are working on the UHealth site Enter a UAL:

Enter an email address:

and want to link to the Find a Doctor page.

The full address to that page is:
http://uhealthsystem.com/patients/

Because you are in the uhealthsystem.com web-
site you don’t neet to repeat that information.

| fpatients/

| user@med.miami.edu
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Document Links

A Content Edit Help
Basct  Publish “
Edit

File Manager
=1 overview

Entry

Entry

Most Recent Entry

Site
Recent Entries

# Content Edit Help

Bascom Palmer CP Home File Manager

Content Images

hide toolbar & JESEE — P

Choose an upload directory

File Name 4 File Size Kind Da
[ Documents PH
100_0955.jpg 241KB imagefjpeg
20050916 _clip_image002_00001.jpa 235KB  imagefipeg
Del 4] T
20050916 _dlip_image004.jpg 206KB imagefipeg 20 Downioad Selacted Pl
14| & Delete Selected Files
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20050916 _clip_image0041.jpg 206 KB imagefjpeg @ 20
14:
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Adding Documents
to your post

Adding documents is a two-step process. First
you have to upload the document using the File
Manager, and then you have to add the link to the
document location in the post.

Step 1.
Uploading a Document

1. Click on the Content button in the top-left cor-
ner and select File Manager. You will be taken to
the File Manager page, which contains all of the
images and documents in your website.

2. Select The File Upload section and Select
Documents in the Upload directory list.

3. Use the Browse button and select the docu-
ment in your computer.

4. Once you have selected the document click on
the Upload button.

5. Take note of the full document name (e.g.
YourDocumentName.pdf). You will need it on the
next step.

Questions? WebContent@med.miami.edu
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Documents Links

2
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Link a Document in your post.

Select the name of your document. My Linked Report goes here.

v
e Enter a URL:

\[documents/YourDocumentName.p|

| oK

Download Your Document for detailed instructions on creating a post

Beeresnnennees » The document link will look like a
regular link on the website.

Step 2.

Link the Document in your
post.

Now that the document is uploaded you have to
go back to the post where the link will be embed-
ded, or if you have not created the post yet, follow
the steps to create a new one.

1. Select the name of the document in your post.
2. Click on the Link button.

3. type /documents/ and the full document name.
e.g. /documents/YourDocumentName.pdf

Please note that the name you use to reference
the document in the content can be different from
the full document name. It’s a good practice to
use descriptive names about the document topic.

Questions? WebContent@med.miami.edu
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| have my text in a Word document. Can | paste it into EE?

Yes, EE will strip all formatting from your document and you will re-format the text according to the previoulsy learned rules.
Only when you are pasting numbered or bulleted lists, you will be required to delete the bullets or the extra space imported from
Word, and reapply the list format using EE.

| have a nested list. How do | format it?

When you create a list in the body field, EE will When you have a nested list just add an extra
add an * at the beginning of the line. * at the beginning of the nested item. | o] > ustiem
Aregular list will look like this: B LIGE QY foeeeeesesssseessmssssssssssssesssssse™ |

' :: E' ................................... } » Nested item
* LIST |tem ested Item | ........................................... }  Nested o
* List item ++ Nested itemn VT

s s e eeesesssessssensssnsesessensttttttiny ) | » Listitem
[ Listtern Listilom  gumum—————————_y 4 R

* List item * List item | > List item

| want to un-link a word in my content.

When you add a link to your content, EE places some formatting elements around the selected words. To remove the link to the
page or document, follow the following steps:
EE places a" before and after the linked words and a : followed by the location of the link.

"This is a link" :http://www.uhealthsystem.com followed by regular text in the content. ---p View from EE
Th|s is a link fo”owed by regu'ar text in the document Jooorocororororrotereroterrotorerotororotosororosororososens .} V|eW from the WebS|te

Just revove the " and the link and your text should look line a normal sentence again.

This is a link followed by regular text in the content. J--coooccooeeeeeincens » View from the website after removing the link.

Questions? WebContent@med.miami.edu Chapter: Adding content to your website * Page 28
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| made a mistake and the post is live on the website.
Can | hide it while | correct it?

There are times where you need to hide a post from view without deleting it. EE allows you to Close it and have the op-
tion to reopen it at a later time. This option is useful when you have incorrect information on your website and need to

make some changes but don't want to create the post again, or when you have a recurring post that you will reuse at a
later time.

1. Select the post you want to close.
Bascom Palmer CP Home Publish Posis

2. Go to the Options tab.

‘New Entry: Posts

3. On the Status menu select Close or Open.

Publish Date Options

= Channel

| Posts -2

¥ Status

_Open 5
Open
Closed |
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Uploading images to a post

D

~ Image Gallery

‘ Image Alt Tag/Description Caption |

‘ 1 () Add Image ‘

"
326 12pdl 16MB application'pat 2012-00-26 04:36 PM
Darattion_Brochure. pel B98.0 KB applicationf! 2011-06-19 10:38 AM
Daonor_Brochure_Piciure.og TO.0 KB imagaipag 2011-08-17 03:31 PM
Dr_Sultan_CV_12_1_11_{2).ped 156.4 KB 2-02- 19 PM
Elhamenacy_CV_1_2_12 pot A8A.7 KB 201200
GrandRounds_August_2011.paf 127KB apolcationipd” 20110816 0510 PM
GrandFiounds_September2011.pdl 10.2KB ‘applicationipal 2011-06-25 02:33 PM
GrandRaounds_Sopsomior_2011.pdl 127 KB applicationi! 2011-06-08 0234 PM
Grand_Rounds December_2011.pdf 122KB apolcationipd’ 20111208 05:32 PM
p = Make sure the Images
rto/mocuments/os A arowee ) folder is selected here
File Upload x
Upload Successful
| File Name adm-feature2.jpg
i Upload Directory Neurosurgery Documents

- Kind Image/jpeg

Flle Size 218

Helght 330px

Width 558px

EditFlle | Use Uploaded Flle

1. Image Gallery: Once you click on the Add
Image button, you have the option to upload a
new image from your computer or select an exist-
ing image from the Content images (or Images-
Main) folder.

2. Upload an image: In most cases all the im-
ages are in the Content Images Folder. Click on
the Upload File button.

2a. Select file: Using the Browse button, select
the image on your hard drive. Make sure that you
have the Images folder selected on the Upload
Directory. Click Upload File.

2b. Use Image: When the image is uploaded, a
screen with the image details will show up. If ev-
erything is correct, click the Use Uploaded image
button.

Questions? WebContent@med.miami.edu
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Upload Directory: [ Wewosusgery Documents 5]
Hame Bl Kind Date
e 37812 pdt 1.6M8 apphcationpal 2012-00-76 0436 PM
Donation_Brochun pal E58.0 KB apphcation/pat 2011-09-19 10:38 AM
Donor_Brochure_Picture jog TO.0 KB imageipeg 2011-08-17 03:31 PM
Dr_Sultan_CV_12_1_11_(2).pal 156.4 KB ‘application/pal 2012-02-10 0319 PM
Emammady CV_ 1.2 12pdf 356.7 KB apphication/pal 2002-02-10 0319 PM
GrandRounds_August_2011.pat 127 KB apehcationpal 2011-08-16 05:10 PM
‘GrandAounds_Seplembor2011. pal 102 KB applicationipal 2011-08-28 02:33 PM
GrandRounds_September_2011,pdf 127KB applicationipd! 2011-00-08 02:24 PM
Geand_Rounds_December_2011.pal 122 KB application/pal 2011-12-08 05:32 PM
Grand_Rounds_emall_febraary 2012 _(J).pat 1.7 KB apphcationpa! 2012-02-07 0623 PM
Grand_Rounds_emal_febnaary 2012 _{4).pat 327 KB ApEAL Aot 20120217 0203 PM
Grand_Rounds_lebruary_2012.pat T2KB apploation/pal 2012-02-01 0438 PM
Grand_PRounds_January_2012 pdl 102 KB applicationipd! 2012-01-04 0359 PM
Grand_Pounds_March_2012.pdl TAKB applicationipd! 2012-02-23 0521 PM
122 KB ‘application/pal 2011-10-28 0322 PM
Show Tiles as | @ ksl )
Showing 1 10 15 of 15 fles.
(Paget ) D)
Upload Directory:

& n= Fl“'ﬂﬂi“'ﬂ

e EEPR - - P . B
bk # "o
... 8800 gore... 081 27 [ Betors_..085.0G | Brese Dy

m’I@

= R OEE N B

Snow s as (Pinbias 5)

Showing 110 36 of 178 fles.

(PageiE)0
|

~ Image Gallery

|
O Image Alt Tag/Description \L Caption
X Eduardo C. Alfonso, M.D. Professor duardo C. Alfonso, M.D.
g_ and Chairman Basgnm, Palmer Eye Professor and Chairman
1 h Institute pascom Palmer Eye Institute
i
Alfonsa_6_09.jpg
()]

3. Selecting an existing file: The Add image
button will display a list of all the image files
where you can select the correct one.

If you prefer to select the image using thumbnails,
go to the lower left side of the screen and click on
the Show files as and select thumbnails.

If the list of images is more than one page long,
you will have navigation elements to go to addi-
tional pages.

Once you click on the desired image it will be au-
tomatically inserted in the post.

4. The Alt Tag/Description: Every image you up-
load is required to have an Alt Tag/Description.
Alt tags are different from captions in that they are
made visible when an image cannot be displayed
and used as a description for visually impaired us-
ers with screen readers. The Caption field is not
mandatory, but it is suggested that you add one.

Questions? WebContent@med.miami.edu
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Aligning images to a post

Image Alignment

You will use the Image gallery to upload the main image in the post.
Depending on what you select on the Image Position menu, it will be placed on the top, left or right. The top image will span
across the top of the page. It is good for section banners. The left and right will be placed at the left or right of the text.

Top Left Right

o g The University of Miami Health UHéalth International
Miller School of Medl.cme System and the Community .

~ Image Position

Description

care. ek cabon ad cormendy 8GR I s Linitad Saies. Sah Amescan o e Carbioeen

Image Galleries

Community » Signature Events

In the Garden Gala

You can add an Image Gallery to the main image of any post by The Metropolitan Garden Gala

clicking on the + button. This will add more image fields. The Kioff event of South Florida's fall socia
Add those images the same way you added the first. season, In The Garden Gala, was held on

November 13, 2010, at the JW Marriott
EE will automatically create the gallery when there is more than Marquis Miami and Hotel Beaux Arts Miami,
which also celebrated its grand opening that
one image. night. This year's theme was The Metropalitan
Garden Gala, with Miami Delphins legend, =
Jimmy Cefalo, on hand as Master of The Matropalitan Garden Gala was held Nov. 13, 2010, at the
. . ) ” JW Marriott Marquis Miami and Hotel Beaux Arts Miami and
- Gall Ceremonies. This year's performer was Idina raksed $1.5 million for cancer research at Sytvestar
) Menzel, best known for her performance in Compranensive Cancer Center.

Image Alt Tag/Description television phenomenon “Glee,” as well as her
Tony Award-winning turn in Broadway's

(¥) Add Image This is how the ga"ery will “Wicked.” The Gala was followed by an after
party at the hotel in downtown Miami.
() Add Image look on the webpage. v .

YOU can add Up to 12 Recognized as one of South Florida's premier
social events, Sylvester's bi-annual, black tie

addltlonal Images' affair attracted nearly 1,000 philanthropists and business and community leaders from
Miami-Dade, Broward, and Palm Beach counties. The gala raised more than $1.5 million to
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Aligning images to a post

~ Body
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'm ipsum dolor sit amet, consectetur adipiscing elit. Curabitur convallis, arcu vitae plaoeraldic:tun'g, leo turpis
vefra velit, aliquet sagittis magna dui imperdiet dolor. Morbi aliquet vehicula odio, eget sollicitudin lectus dignissim
id. Nulla risus dui, mattis in condimentum vel, viverra ut dolor. g

Danek nisi lacus, commedo ut tristique sed, dictum sit amet lacus. Proin malesuada congue lorem ut porttitor.
us metus mi, varius sit amet lobortis a, dignissim ut nisl. Integer suscipit tristique purus, quis convallis augue
tempus in. Nullam vitae ipsum sem. Aliguam suscipit, ante quis vulputate condimentum, elit ipsum ulfrices sapien, non
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Adding images to the content

There are times when you may have more than
one image for a post and you want to place them
in different parts of the text without the use of a
gallery.

1. Place your cursor at the beginning of the para-
graph where you want to include the image.

2. Click on the Image button. Follow the regular
steps to upload an image.

3. When you click Upload File, you will be
prompted to fill the Alternate Text.

4. The following text will appear before your con-
tent:

<img src="{filedir_18}Your-image.jpg"
alt="Your alternate text here" width="193"
height="290" />

Now you have to assign the image to the left or
to the right of the text. You will need to add some
text to the image code.

Questions? WebContent@med.miami.edu
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Fur Pl saca

Library Services

The Mary & Edward Horton Liorany of
R . eeeeeerencenceecnrencencancnsanns } This is the post's main
Bascom Paimer's ophthaimic liomry ‘was
esiabished shorty after the nstituie first openod
In 1952 Axrough ol the time i cflensd e mon .
Tham a hanctiul of ophithalmodogical oois by USIng the Add Image
trarshemed from The Linfoens iy of Miami Mile button.
School of Medicings libmarny, Or. Edward W. DO,
Morion, the Insiiube’s: founder, envisioned | as = it Galbeny.
uitimabety becoming a reposkory fior all Image
ophihalmic lterabure — the most complele
opivehal molcgical collection in the workd. Tranks
0 his commitment, ihe energy and cecication of
Feva Hures, the Founding Library Dinecior
15622004, and the genenous oontriburions of
such benlaciors as Mrs. Fena M. Eroidy, Mrs.
Sobastian 5. Kresge and the Bascom Paimor
Aumni Assoclation, Do Morion's wision has bosn

Sl

Alt Tag/Daacription

Tha Mary & Echward Moron Litwary ol
Ophthalraogy

Appropriaioly, this lbrary |5 one of the wonid's
mast comprchensive: colliections of opfrihalmia
wisdom and celights the ess. An archilociuml
masterpieos, it enoompasses 5 420 square leet
on thres levels, sach enhanced by a glowing
opanse of hand-sculpted Handuran mahogamy
pandds, moldings, rallings, fumishings and
bookoases. Mo than 15 000 bound volumaes,
over ZE0 periodical iHes, and ophithalmic
jeearnais from innumemble cournines, in an equal
numier o ienguagess, ine s alsies for rrenence ond reading in acoining study and loungo
arnas.

This is a content image
> aligned to the right.
class="“right”

Looabed on e koo kvl of the Instituin’s Anne Sates Leach Eye Hospral, The Mary and
Edwand Morion Libeary of Ophthadmology serses Bascom Palmer's taculty and students,
wisiting taculty from arcund the worid, as wall a5 from the Unkeersity of Miami Milier Sonool of
Medicine. The Ebrary also serves as an aacelent mmierence and educational mscurce for Sauth
Florida community ophthaimologisis and cprrhalmologists woridwide. This unique comer of
mowiedge also accommodates the Or. and Mrs. Aalph: Kiksch Rane Book Soom

Todmg the D and Mre. Raiph Kirsch Aam
Book Aoom proseres 3,000 books dating
from 1456 to 1900, inchading the first
Sormzn beiock an agiithaimolagy Wit This is a content image
In 155, 2 rane second edfion publs hed 100
« FPOCR 0, DO JET3 LSRR AT M e eeaneed ) aligned to the left.
8 perceplion with drawings by Peter Padl
Fubens, as well 25 books on oplios by CIass=“Ieft”
Joniann Kepler [1611)L Rene Desoaries
{16E4), and Sir lsaac Mewton [1T04). Thene
ane oven complete sets of old pericdicals —
Gaorman, Hallan, French and English — cated in e 18005

Image. You will include it

Content image alignment

<img src="{filedir_18}Your-image.jpg"
alt="Your alternate text here" width="193"
height="290" /> If you leave this code as is, the
image will be on top of the paragraph, and it will
take the maximum width available, making the im-
age too big in most cases.

If you want to align the image to the right, add the
following after the height attribute:

<img src="{filedir_18}Your-image.jpg" alt="Your
alternate text here" width="193" height="290"
class="right"/>

If you want to align the image to the left, add the
following after the height attribute:

<img src="{filedir_18}Your-image.jpg" alt="Your
alternate text here" width="193" height="290"
class="left"/>

Questions? WebContent@med.miami.edu
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How do | save my images?

@ No more than 750 px wide Before uploading images to your post please follow
the following guidelines:

1. Main image size: The image you upload will need
to be in low resolution: 72 dpi with a maximum width
of 750 pixels and maximum height of 500 pixels,
meaning the image cannot be bigger than 750 x 500
pixels but can be a smaller size (i.e. 689 x 433 pixels).
The image will be resized according to the assigned

No more than 500 px high
position (Top, left, right).

If you have a vertical image that is 750px wide but ex-
ceeds the 500px height limit, use the 500px maximum
@ height as a reference.

2. Content Images: For the images included on the
left or right of the content, you have to save the image
. at the exact size it will appear on the post. This im-
Between 250 and 300 px wide age will not be resized.
It is a good practice to make all your edits to your
image before uploading it to avoid having dupli-
cates on the images folder.
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How do | name my images?

When saving an image, it is a good practice to use a descriptive title. That makes it easy for search engines to locate your
image and display it on an image search. Separate words with a dash (-) or underscore (_). Some servers have difficulty in-
terepreting blank spaces on files and the image is not displayed.

2
V. 'j
-,@:

- DC879989_03.jpg

> > . The name has no
:’»foﬁ” = meaning and it will
. be harder to find if

Campus Map.jpg

Much better, but it
has a blank space
between the two

you need it later.

words.

Miller-Campus-Map.jpg
Miller_campus_map.jpg

More specific and with
the words separated by a

dash or underscore.

| created an image gallery. How do | change the order of the images?

Just grab the image field by the number at the left and drag and drop to the desired place.

2
: i
i

dfac-10279_Bamedo.JPG

dfac-10012_al nan.JF‘G

Dr. Julio Barredo and Sylvester pediatric lymphoma patient

Dr. Mark Soloway and kidney cancer survivor Raul de Molina of
Univision's "El Gordo y la Flaca®

Dr. Joseph Rosenblatt and major league baseball player and
testicular cancer survivr Mike Lowell

Designed for a Cure 2011 silent auction

Or. Julio Barredo, director of Pediatric Hematalogy-Oncology,
with 6-year-cld Steven Rua, a non-Hodgkin's lymphoma
survivor, at Designed for a Cure 2011 at the JW Marriott
Marquis Miami

Dr. Mark 5. Soloway with kidney cancer survivor Raul de
Molina at Designed for a Cure. Raul is the host of Univision's
popular *El Gordo y la Flaca," and he has won numerous

Dr. Joseph D. Rosenblatt, interim director of Sylvester, heads
down the rumway with testicular cancer survivor Mike Lowell, a
major league baseball player who has played for the Marlins,
the Yankees, and Red Sox.

Guests bid on auction items, such as this collection of fine
watches, using an Apgle iPod Touch at Designed for a Cure
2011 at the JW Marriott Marguis Miami.

How do | delete an image row? «

e

Add row above R
Add row below =

1
Remove row I

Place your cursor on the number row and click on the arrow. A drop-down with the options will pop-up.

Questions? WebContent@med.miami.edu
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Uploading videos to a post

* We're changing our privacy policy. This stuff matters. Learn more Dismiss

Neurosurgery Training Programs

UMiamiMedicine | () Subscribe 131 videos ~

ljl‘mlth UNIVERSITY OF MIAMI
e Ll | MILLER SCHOOL

T tewegaisugery (0 MEDICINE

o =ocoo
datke ®  + Addto~ Share | P 253 views 1t
hitp:/iyoutu.belwd_8GqooCaB Embed | | Emall nﬂ -
~ Video ID
wd_9GqgooCal

Adding a video to a post

All videos added to the website must be YouTube
videos.

1. Video ID: The ID for a YouTube video is the
string of numbers and letters following the v=and
before any & in the URL.

For example, if the video link is http://www.you-
tube.com/watch?v=w4_9GqooCa8&list=UUux
UnT3u2RskyTpieMoAgTQ&index=6&feature=pl
cp, wd_9GqooCas8 is de Video ID.

2. Go back to your post and enter the video ID on
the appropriate field.

The video will be displayed at the top of the con-
tent.

Training Programs

If you need a video added to YouTube, contact
your site administrator. This field is not mandatory.

Questions? WebContent@med.miami.edu
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wesrormammeamsem | of MEDICINE The Home Page
svommsss | of MEDICINE Cutaneous Surgery
COMTAET INFORMATION | FIND A DOCTOR | MAKE A GIFT  WAKE AN APPOBTMENT  INTERMATIOMAL SERVCES
Home As mentioned before, the Home Page has a dif-
oushe D State-of-the-Art ferent structure than the content pages and has
Rengam 3 distinct elements
Patiant Care :
—
Education
Resoar 1. Home-Page Display (Feature): Image with a
Cosinien Sérics callout leading to another section of the site. It can
:"“"‘"”"‘m be a static image or a rotating banner if you have
Caloniarof Events Patient Care more than one image.
ol .{-. i l ey 2. Home-Page Display (Teaser): Three high-
e i lighted areas with minor summaries to specific areas
P et of the website.
TR ———l R e . S, 3. Tertiary Component: This component consists
i e e e e I of the Health Library with pertaining topics relating to
St 20 gt S 5 o S 4 vy s r |3 G Do the department or an Additional Resources box with
o e e e I “quick links” to other parts of the website or other UM
s omidnommpisiopnaeill sites (up to 5).
intorostod in joining owr voluntary facully, or simply intenested in the 's S Onfine
incradibla history and leadership, we hopa this site will prove useful o you
Thaicyou o g st The steps to create these elements are explained
below:
lJI_HIﬂ] University of Miami Health Systom Legal
T o s s Anout Us ‘Communiry igh
Patint Sordces Twttar Tawms of Uisa. Unbvaenty of Miami,
Locations Facenook Privacy Staement All Rights Feserved
Carsons VouTube
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The Home Page Feature

MILLER SCHOOL
UNIVERSITY OF MIAMI HEALTH SYSTEM Of MEDICINE
# | Content Design Add-Ons Members Admin
Uiy Publish FAQs
Edit Feature Banner
File Manager News ‘
E ueniew L
| Quiskiines Joooeceoeeeccentteciintccennnnns }
Security Update Rel( Sections
An ExpressionEngine version 2.  Sidebar Buttons eased a
Please download here and follow the update docs to ensure you are runn
New Entry: Neurosurgery Home Displays
Publish Date Categories Options Pages '
show toolbar X i
~ *Title s
i 9 Loiiicoco ot
e 0 [ovseesreenseeassennssessesassesassensssensesassesansensssensesassessssenbeesssessasassesassesensans
¥ Display Headline
[ 0 Jorvernererneranns feeed >
~ Button Text
| 6 Jooeecoocenee .
~ Short Description S
[ 0 | ....... : s ...........
Disolay Headii > Back pain? Visit
Isplay Readiine the Spine
Institutee. @ s B BB 2 >
Button Text -
esne

1. Create the Display From the Content menu,
select Publish and -depending on your site - se-
lect Feature Banner or Home Displays.

2. Title: Enter the title of your post, this title

will not be displayed and in many cases is the
same as the Display Headline. This filed has a
maximum of 100 characters including and is
mandatory.

3. Feature or Teaser?: Select Feature.
4. Display Headline: This will be the Main text
on the Homepage banner. It can be the same as

the Title.

5. Button Text: This field has a limit of 14 char-
acteres.

6. Short Description: This option is used on the
Teaser only. Leave blank for Feature.

Questions? WebContent@med.miami.edu
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The Home Page Feature

~ Button Text

7. Image: Follow the regular steps to include

[

¥ Short Description

| your image. (See image guidelines below).

[

~ Image Gallery

Image Title/Alt Text
(C)]

~ Page to Link

8. Page to Link: This is usually a link to another
page in your website. In some cases you can
link at an external website.

Caption

9. Submit: Publish your banner.

00O

718 pixels wide

If you have only one feature, it will be a static im-
age. Once you add more, it will become a rotat-
ing banner.

Feature Image guidelines:

The size of the Feature Images is:
718 w x 285 h.

..................................... It is recommended to crop the Feature images at

the exact size.

. 285 pixels tall

Questions? WebContent@med.miami.edu
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Home Page Teasers

# Content Design Add-Ons Members  Admin

ey Publish FAQs

Edit Feature Banner
File Manager News

&
Qverview Eoss
Quick Links

Security Update Rel( Sections
An ExpressionEngine version 2.  Sidebar Buttons eased a

New Entry: Neurosurgery Home Displays v

Publish Date Categories Options Pages

shaw toalbar X

- *Title

~ Feature or Teaser?

~ Display Headline

l

~ Button Text

l

~ Short Description

l

QOO0 O

~ Image Gallery

Title ---eeeeeeeed ) | Patient Center

D|Sp|ay Headline ----------+4 3 Make an Appointment

Ewverything you need to know
before your visit.
Short Description ===« »

1. Create the Display From the Content menu,
select Publish and -depending on your site - se-
lect Feature Banner or Home Displays.

2. Title: This is going to be the Header at the top
of the component.

3. Feature or Teaser?: Select Teaser.

4. Display Headline: This will be Title below the
image.

5. Button Text: Leave blank for Teasers.

6. Short Description: A short descripton of the
featured section or post.

Questions? WebContent@med.miami.edu
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Home Page Teasers

~ Short Description
l
~ Image Gallery
Image Title/Alt Text Caption 0
~ Page to Link
s
=| Q)
Patient Center
Make an Appointment
Everything you need to know
before your visit.
718 pixels wide
: 99 pixels tall

7. Image: Follow the regular steps to include
your image. (See image guidelines below).

8. Page to Link: This is usually a link to another
page in your website. In some cases you can link
at an external website.

9. Submit: Publish your banner.

If you have only one feature, it will be a static im-
age. Once you add more, it will become a rotat-
ing banner.

Teaser Image guidelines:

The size of the Feature Images is:
204 w x 99 h.

It is recommended to crop the Teaser images at
the exact size.

Questions? WebContent@med.miami.edu
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Home Page Tertiary Components

Additional
Resources D

? John P. Hussman Institute for
Human Genomics

? Morris K. Udall Center of
Excellence

? Thrombotic Storm (a
catastrophic thrombotic
event)

? The JJ Vance Foundation

Health

LIBRARY

? Common Skin Disorders

? Common Dermatological
Procedures

? Describing a Skin Condition
? Anatomy of the Skin

? Dermatology Online
Resources

# Content Design Add-Ons Members Admin

o TR *+c:
Edit Feature Banner
File Manager News
" Overview
. Quick Links

Security Update Re| Sections

An ExpressionEngine version 2 Sidebar Butions ed i
Please download here and follow the update docs to ens un

Publish Date Categories

> *Title

New Entry: Neurosurgery Posts

Options Pages

~ URL Title

~ Parent Section - Neurosurgery

[--

~ Body

B I U & == P H H H H EEEE=EE @4

L

~ Page to Link

The Tertiary Components are the components
with a list of links on the right column of the
home page. Depending on your site you will
have Additional Resources or Health Library.
This list is made of posts that will act as place-
holders for the links, so you will create each one
as a regular post without content.

1. Post: From the Conent Menu select Publish
and then Post.

2. Title: This is going to be text displayed on the
component.

3. URL Title: This field will automatically popu-
late.

4. Parent Section: Depending on your site se-
lect Resources or Health Library. This step is
mandatory.

5. Body, Image, Video: Leave blank.

6. Page to link: Type the URL or internal link
here.

Questions? WebContent@med.miami.edu
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What is SEO and why should | know about it?

Search Engine Optimization is the process of improving the position of a website in the search results when you use Google,
Yahoo, Bing, etc. The better optimized your site is, the higher it will appear on the results.

If you have a unique name like Miller School of Medicine, you have a better chance to rank in a high position, but if you are
searching for Pediatrics Miami, the chances of your site appearing on the first page decrease because you are sharing the
same search terms with many other pediatric sites.

How does SEO works?

e _ —
milier school of medicine i Feling Lucky » podamics miami
milier ale house PO aTICa SaseaE FiaTy
milier welders podancs university of mam
miller baarings: podaica minmi basch
Miller School of Medicine | University of Miami [T
R S sttt o : There are many factors that
Place page e for pediatrica miami
D et A 28 . errm— affect the search results, but the
g o == = L i .
REET  ENmesdERene . i most important are:
Miller Sco0i of Medicine Educstion e
O T — - & wm%ﬁg_mﬂm[‘.. A ;‘?M—W
fgtvandSat o NDAcoleans . e T o P s
T T e D . Code and
Uors resuts from miam. o » L] 5 o0 .
s et s o -(Content.) joocvocveeneene. p Thisisthe partyou
e —— . have to work on.
s St S i —

Code
When we created this new set of templates, we took care to code the site in such a way that search engines like Google would
easily be able to run through the information on the site and carry it back to their database of search results.

The department sites are held to the highest standards of accessibility and fully 508 compliant.

The other side of SEO is content, and that is up to you.
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Content
Search engines scan your site to determine which search terms they will assign to your site. They go through all the titles, text
and images in each of your pages. So if you want to appear in a particular search, you need to use those words in your con-

tent. Here are some guidelines to keep in mind when writing your content:

« Text for the Web should be written clearly and concisely. When possible, break away from paragraph format and use lists that
are easy to scan.

+ All content should be checked for grammar and spelling before being published.
* In order to get specific search phrases like "pediatric audiology South Florida" or "pediatric audiology Miami" to show your
site first, you should create a page specifically about pediatric audiology and mention how you have the best pediatric audiolo-

gists in Miami and the rest of South Florida.

The search engines will pick up on those phrases in the content and start returning your results.

Tips

Most Newsworthy Info
Who? What? When? Where?
Why? How?

Here are some tips for making sure your site is search engine optimized:

Give the page/post a descriptive title
Instead of naming your page “About us,”
name it “About the Department of Pediatrics.”

....................................................

Important Details

..................................

Say the most important thing on the page in the first General or

150 to 200 characters _
You should write using the inverted pyramid style. ..ol
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Be descriptive while using words you know your audience will use
If you know your target audience uses the term “doctor” rather than “physician,” use the word “doctor.”

Also, if you audience is looking for “eye care” instead of “ophthalmology,” use that as well.

Be descriptive with your link text
Minimize the use of phrases like "click here" or “learn more” for links. For example, instead of saying, “Click here to download
the document,” or “learn more,” say “Download the 2012 Status Report.”

Create a solid content structure
A solid content structure is important on both the page level (start with h3—the page title—then h4 and h5) and the navigation-
al level (navigation should read like an outline).

I_BHealth

UNIVERSITY OF MIAMI
MILLER SCHOOL

oy ormameamsvsrm | 0f MEDICINE Neurological Surgery
[ About Us About Us
Page Title h3 4 ............... o SR P e e 1 Department History
eationt Conter N p : Mission Statement

Affliated Faculy Joooeeederennnens P Sub-section menu

Emeritus Faculty

Clinical Specialties

Faculty
Residents & Fellows.
Research
Faculty
Education
Subitle h4 { """""""" " RS ————— | The University of Miami, Department of Neurological
Surgery
News
For over 50 years, neurclogical surgery at the University of Miami, Miller School of
i Video Gallery Medicine, has been a renowned leader in its field, training and attracting esteemed
Ma| n Men u " """"" b faculty and treating patients from all over the world. The department's reputation
Medical Conditions & has been built on the dedication of its chairmen and faculty.
Treatments

Our broad patient population has provided residents and fellows with exposure to
an extracrdinary range of neurosurgical diseases and injuries. Our clinical faculty
has grown to represent all major areas of neurosurgical expertise and has always
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Add alt tags and captions to the photos when possible

There are multiple avenues for reaching your site. When images contain alt tags, you greatly increase the possibility of some-
one reaching your site when conducting an image search.

Consider SEO when naming your images
Instead of naming your images with letters and numbers - DS09876.jpg - use a descriptive name - hospital-entrance.jpg -. It
helps search engines identifying your images and it also helps you locating the image in case you need to reuse it in your site.

Resources

* How Users Read on the Web by Jakob Nielson

+ Writing for the Web by Jakob Nielson
* Writing for the Web by Yahoo!

- Don’t Use “Click Here” for Link Text by W3C Quality Assurance
- Section 508 by U.S. Government
* Inverted Pyramid Checklist by JPROF
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Website Launch

Launching your department’s website

Jooatn What do our
S patients have to
oy

= say?

—

Once your website is ready for
launch, it will be sent for review.

4

Web Services will run a quick check
for functionality to ensure no broken
pages make it through the go-live pro-
cess.

Websites are launched Mondays,
Tuesdays and Wednesdays and
require notice at least three business

days in advance.

......... ) Place request

P Webiste Launches

About Us
Department History

The University of Miami, D of N

Surgery
For over 50 yoars, neursiogical sugery al 1 University of Miami, Miler School of
I Mordiing, has bosn 0 renownsd beader in its faid, irsining and afiracing estesmad

........

Faculty and Woating patients from all over tha workd. Tha depanment’s fputation

s Baan Bult on B dedication of its chavman and taculty.
Our beosd patient populstion s provided Medonts snd lelows Wit BDosuwe B
an - rarge of ru 1 i irjusies. Our

¥
has grown ks rearmsent o major e of reursurgcal sxpetisn and hay aways
beun highty commitied ko mainaining & werkd-class iraining program.

The Founding

Tha Dopartmant of Necrosurgory was lermad in 1050 a3 3 dhvisicn of e

The site’s content will be reviewed
more thoroughly by the Office of Mar-
keting.

Once the Office of Marketing has given
its approval, the website will be slated
for launch. For questions about the
criteria used during the review, e-mail
the Office of Marketing at

marketing@med.miami.edu.

Questio

ns? WebContent@med.miami.edu
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