Adding a new post to the LKS Blog

Introduction

This guide takes you through the process of adding a post to the LKS North Blog
(https://www.lksnorth.nhs.uk/blog/) and adding an associated news item, which appears on the
home page of the Library Knowledge Services (North) website (https://www.lksnorth.nhs.uk/)under
the What’s New section. In order to carry out this process you need access to a content

management system (CMS) called Umbraco. In order to be set up with a username and password,
please contact Gil Young at gil.young@hee.nhs.uk

Logging in

Go to the following website and login:

https://www.lksnorth.nhs.uk/umbraco

Happy tubular Tuesday

Username

Password

Forgotten password?

Figure 1

After logging in you will see Figure 2:


https://www.lksnorth.nhs.uk/blog/
https://www.lksnorth.nhs.uk/
mailto:gil.young@hee.nhs.uk
https://www.lksnorth.nhs.uk/umbraco

Type to search. Content

Redirect URL Management

Content
» 4 Home
RSS Original URL Redirected To
[ Sitemap . . .
/events/train-the-online-trainer-group-2-... -+ #
» I Recycle Bin
/events/train-the-online-trainer-group-2-... -+ #
/events/train-the-online-trainer-group-1-... -+ fevents/train-the-online-trainer-group-1-part-
Figure 2

1. Click on the arrow next to Home
2. Click on the arrow next to Blog

You should now see a screen similar to Figure 3. You will notice that one of the options in the menu
is called Archive. If you place your cursor over Archive, you will see the eclipse symbol (Figure 4):
click on the eclipse symbol.

Content

* 44 Home
B News
* 0 Blog
=. Archive

. Authors

Figure 3

Archive sew

Figure 4

You are presented with two options (Figure 5): click on Article Rich Text.



Create an item under Archive

G Articulate Markdown

G Articulate Rich Text

Figure 5

Article Rich Text page

You will be presented with presented with the page show in Figure 6. This page has a number of
tabs. You will be working with two: Post Attributes, and Content.

Enter a name...

Post Attributes | Content | Image MetaTags Properties Info

Tags

Slug

If left blank then umbraco will
auto-generate the URL name
based on the node name

Categories

Excerpt

Author *

Published Date

This is the date that the
document will be shown as
published on your website

Type to add tags (press enter after each tag)...

Type to add tags (press enter after each tag)...

Andrew Craig

2020-10-06 10:12:11

This translates to the following time on the server: 2020-10-06 09:12:11 +00:00
What does this mean?

Figure 6

Save and publish

-




Saving your work

As you are working on an article it is important that you save your work as you go along. You will
notice the button Save and Publish (Figure 6) with an arrow next to it. If you click on the arrow, you
will see the option to Save (Figure 7): click on Save to save a draft of your work.
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Figure 7
Post Attributes tab

The next section provides details of the information you need to enter in Post Attributes tab. Figure
8 shows a completed example.

Enter a name: Title of article.

Tags: You should be familiar enough with the article to add appropriate tags.
Slug: this field is automatically filled in and so leave blank.

Categories: The Categories field should contain the category Northern Lights.

Excerpt: This is a short summary of the article. Usually we enter the first paragraph of text, but you
can use your own discretion if you do not think that this is appropriate.

Author: Change the author name, which defaults to the name of the person logging in.



J Post Attributes | Content Image MetaTags Properties Info

Tags
Type to add tags (press enter after each tag)...
Slug

If left blank then umbraco will
auto-generate the URL name
based on the node name

Categories
AL B Type to add tags (press enter after each tag)...
Excerpt Five years ago, a move back up north after the best part of
20 years in London made it logistically and financially
possible to fulfil my long held ambition to retrain. | trained
as a journalist in my early 20s and had been freelancing
part time since having my children but librarianship was
always something | was interested in.
&
Author * Emma Dent
Figure 8
Content tab

The Content tab is where you enter the text of the article.
Name: Title of article

Content of article: Copy the article from Word into Notepad: this un-formats the article. Then copy
the article from Notepad to the editing area in the CMS (Figure 9). You will need to recreate
hyperlinks and add images: see the section of inserting hyperlinks and inserting images.



New starter at York and our Health Information Week summary|

Post Attributes | Content | Image MetaTags Properties Info
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This is a bit of a late 'new starter’ post, as I actually started all the way back at the beginning of February!
In my defence, it has been a very strange year... My name is Kathryn Aylward and I'm the new Assistant
Librarian at York Teaching Hospital NHS Foundation Trust. I'm primarily based in York, but in more normal
times I also regularly travel tc our Scarborough site. Coming back to York is a little bit like coming home for
me, as [ did my undergraduate degree at the University of York. This is my second job in the NHS - in my
previous role I worked as the Graduate Librarian for the Luton and Dunstable hospital. I really enjoy
warking for the NHS because 1 like feeling that my work is making a difference: whether that's supporting a
student with an assignment, teaching a nurse how to search the databases, or providing a literature search
to help a physic update a guideline.

One of my projects when I started was to co-ordinate Health Information Week (Sth-12th July 2020). This
year, Health Information Week had two themes: *finding information you can trust’ and 'wellbeing’. The
Library team had to make quite a few changes to our plans due to social distancing guidelines, but with a
little bit of creativity and some hard work, we still managed to have a very successful week!

This is a bit of a late 'new starter” post, as I actually started all the way back at the beginning of February!

In my defence, it has been a very strange year... My name is Kathryn Aylward and I'm the new Assistant
Librarian at York Teaching Hospital NHS Foundation Trust. I'm primarily based in York, but in more normal
times I also regularly travel to our Scarborough site. Coming back to York is a little bit like coming home for
me, as I did my undergraduate degree at the University of York. This is my second job in the NHS - in my
previous role I worked as the Graduate Librarian for the Luton and Dunstable hospital. I really enjoy

working for the NHS because I like feeling that my work is making a difference: whether that's supportinga -~

Figure 9

Inserting hyperlinks

Highlight the text you want to hyperlink and click on the link icon: highlighted in Figure 9. You will
see the following dialog box (Figure 10). Type or paste the link in the Link field. In the Link title field
you can add some alt text to aid accessibility. The alt attribute is used by "screen reader” software
so that a person who is listening to the content of a webpage (for instance, a person who is blind)
can interact with this element (see next section on images). Once you have filled in the fields, click
Submit



Select link

Link Anchor / querystring

http:/www.google.co.uk #value or ?key=value

Link title

Target

Opens the linked document in a new window or tab

Link to page

» ﬁ Home

2RSS
[V Sitemap

Link to media

Select media

Figure 10

Insert image

This section assumes you have already uploaded your image to the CMS (see section Uploading
images). Place your cursor in the part of the document you wish to insert your image. Click on the
image icon in the menu (see Figure)
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Figure 11

You will see Select Media box (Figure 12), choose the Images folder and scroll down until you find
the Northern Lights folder. All images should be saved to the Northern Lights folder. Again, this is
explained in next section (Uploading images).

Select media

Type to search... Upload

] Include subfolders in search

Media  +

. e,

Documents Images
e —
— ——
L —_—
_—
[ == ]
=
Podcasts !
Figure 12

Once you have located the image you wish to insert, click on the image and choose the Submit
button (Figure 13).



FINDING
INFORMATI
YOU CAN TR

Url /media/2303/kathryn-aylward-health-and

Alternative text (optional)

Close

Figure 13

Once you clicked on the submit button the image should have been inserted into the article.



Uploading images
To add an image to your post you need to upload the image first. To do this, click on Media (Figure
15) and then click on the arrow next to Images to expand the menu (Figure 15).

Figure 14

Media

» @ Documents

~ @ |mages

mm Home

» @ News

» i Blog

» @ Networks
m  LKS Managers
mm Contracts

» @ Newsletters
mm Catalogues

Create an item under Images

D File
.'-_ Folder
[as] Image

Figure 15

A folder has been created called Northern Lights. All images should be saved within this folder.
Scroll down until you find Northern Lights: click on Northern Lights (Figure 16).
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Figure 16 shows that once you have clicked on Northern Lights, you will be given the option to click
on a Create button. After clicking on the Create button you will see Figure 17: choose Image.

D File
.-_ Folder
[as] Image

Figure 17

After clicking on Image you should see Figure 18.



Image | Info

Upload image | Choose File | Mo file chosen

Alt text

Enter the alt text for this

Alt text is important for

essibility

Description

A description of the image.

Width

Height

Size

Type

Figure 18

Name: Enter the name of the photo

Alt text: This is used for accessibility purposes and it is good practice to enter some alt text. If you
wish to read more about this, there are a number of articles online detailing good practices for alt
text.

Description: This is the descriptive text that shows up on your image attachment page. Any time you
upload an asset to your website (be it an image, PDF, video, or audio file) by default, Umbraco
creates a page to host just that piece of content. That page gets its own URL which can contain more
information about a graphic than may be necessary or relevant on its parent page.

Once you have filled in the form, you need to upload the photo: click on the button Choose File
(Figure 18). You will need to navigate to where you have saved them on your local PC. Yourimage
should be in JPEG or PNG format. Please be aware of the size of your image: both in terms of its
width and height and in terms of megabytes.



Once you have uploaded your image, the name of the image will appear under the Choose File
Button (Figure 19).

Upl-:.-rad Tmage Choose File | Kathryn Aylwa.. g display.jpg

Kathryn Aylward Health and Wellbeing display.jpg

Figure 19

Click on the green Save button in the bottom right hand corner.

Enter a name...

Image | Info
Upload image Kathryn Aylwa...g display.jpg
Kathryn Aylward Health and Wellbeing display.jpg
Alt text

Enter the alt text for this
image. Alt text is important for
SEOQ and Accessibility
purposes.

Description

A description of the image.

Width

Height

Size

Type

Figure 20



Saving and Publishing a post
You are now ready to publish the article: click on the Save and publish button (Figure 21) in the
bottom right. Once you have done this the article should appear on the LKS North Blog.

Save and publish «

Figure 21

News item
After publishing the article to the blog it is good idea to also add a News item. News items appear in
the What’s New section (Figure 22) on the home page of the Library Knowledge Services (North).

®
WHAT'S NEW
20 Northern Library Managers
Jul Meeting - July 2020
Presentations from the virtual
LKS Managers meeting - North.
Held July 2020. e

New Starters in Northern LKS
Teams

We want to make sure that we
continue to get to know all new
starters, especially now that we
are le...

Figure 22

In order to add News items take the following steps. Go back on the arrow next to Home and then
News (Figure 23). You will see a button called Create News Item (Figure 24)



v ﬁ- Home
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Content Create News Item =
# Home
v & Blog
- 5 2020-10- r A rew T4 2020- - r
= Archive |]§| New Blog Post - New Starter ... 125 2020-10-01 14 Andrew Craig 2020-10-01 14
2. Authors
- [l  LKS North Mailing Lists now ... 124 2020-09-09 10 Gil Young 2020-09-09 10
» [ Networks
Events [F]  LKS Nerth Mailing Lists temp... 123 2020-09-04 08 Gil Young 2020-09-04 08
» [ LIHNN
[ YORHI Net [F] Recently added titles to the S... 122 2020-09-01 12 Gil Young 2020-09-01 12

Figure 24

Click on the button Create News Item

You will need to add a title to the news item. This title should be the same title that you used for the
main article. Again, you will see a number of tabs. We are only concerned with two: Content and
Page Information (Figure 25).

New starter at York and our Health Information Week summary

Content | Page Information [SEQ  Info

Figure 25

Content tab

Under the Content tab paste the first paragraph from the article you have just uploaded or provide a
quick summary of the article. It is also useful to create a hyperlink link to the article. You create a link
in the same way as shown in Inserting hyperlinks section: see Figure 26.
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Staff changes taking place at Cumbria, Northumberland, Tyne and Wear NHS FT.
Find out more here.

Figure 26

Page Information Tab
Now click on the Page Information tab. Make sure that the Page Tile and the Summary are filled in
(Figure 27).



Content | Page Information | SEOQ  Info

Page Title ”

The title shown at the top of
the page

Staff changes at Cumbria, Northumberland, Tyne and Wear

Menu Title

Title used in menus. Leave

blank to use Page Title in

menus.

Summary Staff changes taking place at Cumbria, Northumberland,

A short description of the T\,-rne and Wear NHS FT
page content, this is used for
SEQ, Twitter and Facebook.

Hide From Mavigation J ®

Stop this page showing in
menus

Page Class

Option to add an additional
class to this page.

Figure 27

Once the Page Title field and Summary field are filled in then you can click on Save and Publish.

| Save and publish -

Figure 28

You have now completed the process.



