Editing in WordPress

For sites on www.trincoll.edu



Login
1. Go to: https://www.trincoll.edu/wp-admin/

2. Click the link that says SAML Login

lege — WordF % -+

trincoll.edu/wp-login.php?redirect_to=https%3A%2F%2 Fwww.trincoll.edu%e2Fwp-admin%2F&reauth=1

» SAML Login

Username or Email Address

Password

) Remember Me

Lost your password?

~ Go to Tninity College

Privacy Policy

3. Enter your Trinity credentials

4. This will take you to the WordPress dashboard

5


https://www.trincoll.edu/wp-admin/

Once you have logged in
you will find the sites you
have access to edit under
the “My Sites” heading in
the top left corner.

Hover over My Sites and
then navigate to the
Dashboard for the site you
want to edit.

n Dashboard « Trinity College — W\ X + = X

&« c & trincoll.edu/wp-admin/ 3w EI & E 9

# Trnity College B8 4+ New ﬂ'j

Trinity College
a © Tt Coleg

Hon Career Development New Post
® P ’ Quick Draft

My: @ The Bantam Network Manage Comments

@ Trinity Today g Title

+ Alerts . " S— s
WordPress 5.3.2 running Trinity College - Main theme,

ﬂ Events Content

5 News Activity a What's on your mind?

= Programs

87 Media

€€ Stories ‘ '

P Comments

. No activity yet! WordPress Events and MNews i
aa Profile
,‘, Tl Attend an upcoming event near you. g*
0 < anu Yoast SEQ Posts Overview . t59 ONLINE MEETUP - Tips & Tricks Part 2: There's a Tuesday, Mar 24, 2020
Plugin (or Test) for That! 6:00 pm
You don't have any published posts, your SEO scores will appear here once you make Newington, CT, United States
your first postl #5 Topic TBD But It Will Be Awesome! Tuesday, Apr 14, 2020
Pawtucket, RI, USA 6:00 pm
Latest blog posts on Yoast.com #5 WordPress Lunch and Learn Thursday, Apr 23, 2020
Jamestown, RI, USA 12:30 pm
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X

Your WordPreSS DaShboa rd : B ‘(;nte;r o i ttps:/s v.trincoll.edu/academic-advising/fw
F ro m h e re yOU Ca n a CceSS \ y s i Center for Academic Advising BB + New
the pages of your website @ Dasnoosra Dashboard

and the images or

) Dismiss
d OC u | I l e nts yo u Wa nt to Pantheon offers resources, such as webinars, on getting the most out of Gutenberg. Learn about Gutenberg on Pantheon.
. 07 Media
m a ke ava | I a b I e e change, Gutenberg should be added, tested and deployed using the Pantheon workflow.
B Comments
To edit the pages of your & profie — - QuickDun .
. f’ Tools # ,
Post [l 2Pages Title
site, or to add a new page
I I (4] .
u P 1 Comment
choose Pages in the left- -
WordPress 4.9.8 running Trinity College - Secondary theme.
Activity a
Recently Published
Aug 10th, 5:51 pm Hello world!
WordPress Events and News .
Recent Comments
Attend an upcoming event near you. £
From A WordPress Commenter on Hello world!
Hi, this is a comment. To get started with moderating, editing, and § WordCamp Philadelphia, PA, USA Saturday, Oct 27, 2018
deleting comments, please visit the Comments screen in... Philadelphia, PA, USA
§ WordCamp Portland, Maine Saturday, Nov 3, 2018
) Portland, Maine
All (1) | Pending (0) = Approved (1) | Spam (0) @ Trash (0)
4 Facebook Advertising & WordPress Wednesday, 8
Newington, CT, USA
Yoast SEQ Posts Overview a
WordPress 5.0 Beta 1
Below are your published posts' SEQ scores. Mow is as good a time as any to WPTavern: WordPress 5.0 Beta 1 Now Available for Testing

start improving some of your posts!
P g g P Dev Blog: WordPress 5.0 Beta 1

WPTavern: WCEU Team is Working on PWA Support for All WordCamp Websites

http ww.trincoll.edu/academic-a g/wp-admin/admin.php?page=nestedpages 1



To edit a page, click on “Edit” in the Pages directory

< C @ @ @ https://www.trincoll.edu/academic-advisingfwp-admin/admin.php?page= - @ i Search I @O =

& My Sites ﬂ Center for Academic Advising ’ + MNew Howdy, ACWS17 (gen_AlumAC1T) .

@ Dashboard Pages AddNew | Add Multiple || Add Link Expand Al
07 Media ,
All | | Show Hidden (0) | Default Pages Search Pages Search Pages
I_. Pages
U
All Pages
Add New Center for Academic Advising — Front Poge  Edit *=s  Quick Edit View u O
Default Pages
Upcoming Events O

B Comments

e Profile
4“ Tools
© collapse menu



Edit Page « Center for Academic A0 X . Site Settings x T Alumni In The News X T Library Staff Directory

&« c @ @ & https;/fwww.trincoll.edu/academic-advising fwp-admin/post.php?p B - 9% Search I @ =

y Sites # Center for Academic Advising =] =+ MNew View Page Howdy, ACWS17 (gen_AlumAC1T) .

Editing the page @ Dashboard Edit Page Add New

Screen Options ¥ Help ¥
87 Media : o i
. ) * Center for Academic Advising Publish "
Tltle ThIS appears In the header Space Of L. Pages Permalink: hitps://www.trincoll.edu/academic-advising/ A @rs

? status: Published Edit
Header Image

the page, if you use a header image, the title RiRSEEEE
will be overlaid on the image so you may & Profie cader image i
want to consider the length of the title and  [PRS® it 5 e
the composition of the image as they relate : - = |

to each other.

[iti] Published on: Aug 10, 2018 @ 17:51 Edit
_)1 Readability: Needs improvement

SEO: Not available

Header Image: Must meet the minimum

dimensions stated (1440 px wide x 617 px .

Intro Paragraph

tall) but does not need to be those exact Page Attributes .
measurements (for example 1600 x 1200 parent
WOUld WOFk ﬂne) (no parent) ~

Template

Default Template |~

Intro Paragraph: The intro paragraph is a
larger font than the body copy. It is meant
to be a sentence or two that describes the

Order

0
07 Add Media Add Form

Visual ~ Text
Content on the page ora SUbhead for a File v Editv WView v Insert v Formatv Tools v Table v S h:tllya? ISCRHCGER s Rt
Story Paragraph v B I € = v = v = = = £ 8 Quote =
E ST EH Qe OQO=Z Ay HY @

fI‘he Center for Academic Advising supplements the work of individual academic advisers to help address
students’ broad-ranging academic advising needs. Run by faculty, it is embedded in the Bantam Network

and closely engaged with relevant campus offices: Student Life, Studv Away, Career Development.

: . 433PM
m O 6 4 ® E m © FB A onsme B2




Edit Page « Center for Academic A0 X - Site Settings x T Alumni In The News X T Library Staff Directory

&« c @ @ & https://www.trincoll.edu/academic-advising/wp-admin/post.phpip B - 9% Search N @ =

# Center for Academic Advising =] 4+ Mew View Page @ Howdy, ACWS17 (gen_AlumAC1T) . .
@ Dashboard .
.. s 03 Add Media Add Form visual = Text Publish a
Ed Itl ng bOdy CO py QJ Media File v Edit* View v Insert v Formatv Tools v Table » Preview C
review Changes
L. Pages Paragraph B I & =v =y E = = é‘) 2\2 Quote = ? Status: Published Edit
B Comments = = ﬁ Q O = Av EH~ 0
= i e @& Visibility: Public Edit
The WYSIWYG (What You See Is o 5 Ferons 15 o
H The Center for Academic Advising supplements the work of individual academic advisers to help address
W h at YO u G et ) e d Ito racce pt S # Tools students’ broad-ranging academic advising needs. Run by faculty, it is embedded in the Bantam Network fii] published on: Aug 10, 2018 @ 17:51 Edit
1 0 anu and closely engaged with relevant campus offices: Student Life, Study Away, Career Development, [ Readability: Needs improvement
teXt CO p I e d a n d p a Ste d fro m Student Accessibility, and The Counseling Center. As they select courses, decide on a major, and begin e e
1 1 1 planning their careers, students can make use of the Center's information sessions and individual '
WO rd fl I €s ’ usua | Iy t h IS reta Ins consultations. The Center is also available to faculty seeking resources and advice.
the bold, italics, and links from o
) The Advising Fellows:
another source if you are Page Atrbutes .
. . . Dr. Shane Ewegen, Associate Professor of Philosophy o
copying and pasting content into
Advising Fellow for Book and Brownell Nests (no parent) v
your web page. The tool bar Shane Euegen@trincolled
Template
ICONS a I | ow yo u to Styl e t h e text ) I grew up in Denver, Colorado, where I spent most of my time coming up Default Template |~
. with excuses for not being an avid skier. (One word: ‘frostbite.”) Iwas a
d d d d b u I | ete d or num b ere d I | St ) songwriter and a musician for many vears before moving to Boston for S
. . graduate school in 2005, whereupon I traded in my fancy guitar for a 0
make Ilnks, add |mages, Or add copy of Plato’s Republic and a six-pack of good beer. I have been at Sl e et e o
t b | Trinity since 2013, and spend my non-academic time playing with my . cer: en teitlzl. e
a e S . dogs in the vard, jogging (and complaining about jogging), and amassing
a respectable pile of firewood for the cold winter to come. I enjoy teaching
and talking with students, and always feel as though I learn more from
them than they do from me. I am eager and excited to be working as an
Advising Fellow, and can’t wait to get to know you!
Dr. Lisa-Anne Foster, Associate Professor of Biology and Director of the
Center for Academic Advising
v

443 PM
o O ©® & ® E m @ B3 i AT g B



Hovering over the icons will tell you what each one does and show keyboard shortcuts (if available).

07 Add Media | | @ Add Form Visual — Text

Filew Edite Vieww Insert v Format v Tools v Table =

Paragraph * B I & EE =y = E = £ 82 Quote o
E S @0 QS

The Center for Academic Advising supplements the work of individual academic advisers to help address
students’ broad-ranging academic advising needs. Run by faculty, it is embedded in the Bantam Network
and closely engaged with relevant campus offices: Student Life, Study Away, Career Development,
Student Accessibility, and The Counseling Center. As they select courses, decide on a major, and begin
planning their careers, students can make use of the Center's information sessions and individual
consultations. The Center is also available to faculty seeking resources and advice.



@ Add Form

Making hyperlinks 8 Add Media

File + Edit« View v Insert

To make a link, highlight the text that will be
the link, then click the inset/edit link button. Paragraph v B I €6 = v =
B ¢ Q= A H-~

4

=

Jill
1l

v

Format + Tools =

Visual Text

= :ZE:Q Quote e

From day one, the Career Development Center provides support through a variety of programs,
connection to the alumni network, close relationships with influential emplovers, and support from

Trinity families. We reach the destination - EhiG R [o@ R0 — together.

07 Add Media = € Add Form Vicual  Text
File + Edit* View v Insert + Format« Tools v Table =
Paragaph v B I €& =~ =v = = = &R Quote oo

=
4
il
4
®

ET@EOQEA

From day one, the Career Development Center provides support through a variety of programs,

Paste the url of the destination page
or website into the box and click the

blue “Apply” icon.

Clicking on the gear will open a

connection to the alumni network, close relationships with influential employers, and support from . . .
o - i properties window which allows you
Trinity families. We reach the destination -- -- together. ] .
to choose to have the link openin a

https:/fwww.trincoll.edu/careerdevelopment/con ﬂ'

new window.



@ Edit Page « Center for Academic X + - X

&« c # trincoll.edu/academic-advising/wp-admin/post.php?post=1628action=edit b AEF]
g/wp post.pnp:p

Page Attributes

% MySites @ Center for Academic Advising I 4+ New View Page i‘j Howdy, ACWS17 (gen_Alumac17) [l B

Permalink: h‘.tDs:f'f'-,-.".*.-'-.-\;.‘_'ir'ccII.ec_1f'acaclemic-acvis'ngm Preview Changes
@ Dashboard If you want to change the order of

@ status: Published Edit

07 Media Header Image o | the page in the dropdown menu, or
@ Pages minimurn dimensions 1440 x 617px Vil Public et change a page to be a child page
All Pages No image seeced  Add mage | O Revisions:2 browse (subpage) of another page, you can
e r.;ew fif] Published on: Sep 12, 2018 at 15:28 Edit dO that in the Page Attributes
Intro P h - .
Default Pages i | O) Readabiliy: OK section of the page.
SEC: Mot available

. Comments .

Move o Trach (no parent) means the page is a top-
9 . .
o Frofle level page and will appear in the
& Tools bage Attributes dropdown “In This Section” menu
¥l Redirects - P on your site’s main landing page. To
g Parent

choose another page as a parent,

0 enu "
. I (no parent) w . .
0 Add media | | © add visual  Text | | simply click the arrow and the other
I . .
File v Editv View v Page Attributes N %‘ published pages will appear so you
Lerau empilate v .
paragrsph v B R can choose a different parent.
E 32 ¢ 0 Parent _OrdL_
R If you want to change the order of

(no parent)
B ——————— Need help? Use the
Open House . (no pﬂ[Eﬂt]' screen title

#174 (no title)

Center for Academic Advising

lp tab above the the page in the “In This Section”
dropdown, change the number you
see in the Order box. If no number
is chosen, the default is zero and

—»| Resources for Faculty

Parent page Articles on Advising that will put the page at the top of
Resources for Students | the dropdown menu so be sure to
Child page / ] fill this box in if you have more than
Mead help? Use the Help tab above the one page.

screen title




Edit Page « Center for Academic A0 X . Site Settings b4 T Alumni In The News X T Library Staff Directory

<« ¢ @ @ @ httpsy/fwww.trincoll.edu/academic-advising/wp-admin/post.php?p a -9 % Search iIn @ =
& My Sites # Center for Academic Advising [ ] =+ Mew View Page o Howdy, ACWS17 (gen_AlumAC17) . .
Previewing and
@ Dashboard O . ) i . .
4] Add Media Add Form visual | it Publish - Pu b||sh|ng
Q7 Media File v Editv View v Insertv F tv Tools v Tablew
r] ile Edi ew nser orma ools able Preview Changes Once you are done
I Pages Paragraph v B I & = v Ev = = = £ &8 Quote ot i i 1+1
=  Status: Published Ed "1 editing the page, you
Comments = = ﬁ ¢ O = A~ B~ @ R , .
= = = A @ Visibility: Public Edit i
sl can choose to preview
] ..
as Profile 1) Revisions: 19 Browse
The Center for Academic Advising supplements the work of individual academic advisers to help address yO urcC h an ge S befO re
# Tools students’ broad-ranging academic advising needs. Run by faculty, it is embedded in the Bantam Network fill Published on: Aug 10, 2018 @ 17:51 Edit pu b I is h in g Th e
O col nent and closely engaged with relevant campus offices: Student Life, Study Away, Career Development, —)i Readability: Needs improvement ’
Student Accessibility, and The Counseling Center. As they select courses, decide on a major, and begin Eat p review Wwi I I (0] pe niNna

planning their careers, students can make use of the Center's information sessions and individual new ta b
consultations. The Center is also available to faculty seeking resources and advice. :

The Advising Fellows: e Attt ) \ If you are ready to
publish the changes,

Dr. Shane Ewegen, Associate Professor of Philosophy

Parent

Advising Fellow for Book and Brownell Nests (no parent) b CI IC k th e b I ue
.Ewegen @tri I ' u ”
Shane.Ewegen@trincoll.edu — U pdate button.

I grew up in Denver, Colorado, where I spent most of my time coming up Default Template |~

with excuses for not being an avid skier. (One word: ‘frostbite.”) I was a
songwriter and a musician for many vears before moving to Boston for ey
graduate school in 2005, whereupon I traded in my fancy guitar for a 0

copy of Plato’s Republic and a six-pack of good beer. I have been at
Meed help? Use the Help tab above the

Trinity since 2013, and spend my non-academie time playing with my <creen title

dogs in the vard, jogging (and complaining about jogging), and amassing
a respectable pile of firewood for the cold winter to come. I enjoy teaching
and talking with students, and always feel as though I learn more from

them than they do from me. I am eager and excited to be working as an
Advising Fellow, and can’t wait to get to know you!

Dr. Lisa-Anne Foster, Associate Professor of Biology and Director of the



Media Library « Career Developmer X Edit Page « Career Development — X 4

L d @ @ & https;/fwww.trincoll.edu/careerdevelopment/wp-admin/upload.php e @ | | Q search In B0 =

Sites ’ﬂ Career Development ' 0 =+ New y Howdy, ACWS17 (gen_AlumAC17) .

Adding images

@ Dashboard Media lerary AT New Help ¥
. . 07 Media 4
Images for your site are stored in e I

Library

the Media library. Some image e
fields require that the pictures B pages
meet minimum size P o
requirements. Those pixels e
dimensions are listed where the [
image is inserted, for example
the header image.

RESUME GUIDE
=)

(Vriting Guide.pdf ResumeGuide.pdf

l.docx

Resume-Template-
2.docx

:

Other images that you would like
to have embedded alongside
text can be any size. It’s a good
practice to keep the file size
under 1 MB to minimize page
load time.

nogA
‘b:

To add a new image, click the
Add New button.

Thank you for creating with WordPress. Version 4.9.8

11:52 AM

o= 9 © 4 & E m = Ay rome M



Media Library « Career Developmer X

&« C @

Edit Page - Career Development —

@ @& https;

. @ %

ww.trincoll.edu/careerdevelopmentfwp-admin/upload.php

+ New

ﬁ Career Development '

Help ¥
@ Dashboard ME'dla Li brary Add New
87 Medig
@ File Upload ¢ x
Library 1 &l » ThisPC » Pictures » v | O Search Pictures 2
Organize v Mew folder ==~ M o
L Page |5 Documents ) Name - Date Type "
L = Pictures BE 4/11/2018 4:54 PM File folder
Archive Fall201g File folder
& Profi == bulletintex (\\adsvm&2) (F:) Mew folder g File folder
Fall20i8 Screenshots 5 File folder
# Tools SAA Headshots Videos File folder
O col- |E] 06-29-2018-robatic... 7 JPG File
B & OneDrive - Trinity College =] 09-006_Trinity_043,... JPG File
& Attachments @ 1973.jpg JPG File
&  Documents @ 2018-08-09CHER3.jpg PG File
& Notebooks @ 2018Convocation . JPG File
= g :
&) Student Handbook |La] 2018Convocationd.j.. JPG File
@ 2018Convocationd,j... JPG File
[ This PC |=] 2018Convocation-h... IPG File
[ Desktop Q 201 SConvocaFitonxl.... PG File - Template-
= Documents @ 20185ummer.jpg PG File l.docx
; Downlaads |E] 1000506,jpg JPG File
) @ 1000673.jpg JPG File
J’! Music
|E] 1000770,jpg IPGFile v
=/ Pictures oo [ e 3

File name: | 2018-08-09CHER3.jpg v | | AilFiles ) v

Cancel

A pop-up window will allow you
to navigate to the location on
your computer where you have
the image. Select the picture
and click “Open.”



Edit Page « Career Development — X Sk

&« c ‘Gl' @ & https:/fwww.trincoll.edu/careerdevelopment/wp-admin/post.php?y E o & ﬂ 4, Search N o =i

Select Image

Upload Files =~ Media Library

All images w | Al dates Search media items... ATTACHMENT DETAILS

CCfourstudents.jpg

E Fill in the Alt Text field

i 400 KE

: 1440 = 960

. Alt text is used by screen

readers to describe the
URL| itps/funmetincol e cae picture. This is not the same
o R as a caption. It should
describe the image, students

e | ' talking with a professor in a

Descpton classroom, for example. It
helps us to be compliant
with federal guidelines for
accessibility so it’s important
to remember this step.

Caption

Required fields are marked *
Replace media
Upload a new file
To replace the current file,

click the link and upload o
replacement.

. 11:34AM
A onapme M




[ Edit Page « Center for Academ +

& c & https;//www.trincoll.edu

My Sites § Center for Academic Advising Il 4+ MNew View Page ® Howdy, ACWS17 (gen_AlumAC17) . -

Template

@ Dashboard 0 e Ad Farm
4] Add Media Add For Visua Text
Default Template ¥

q] Media File v Editv Vieww¥ Insert v Formatv Tools v Table v

Order
[ Pages Paragraph ¥ I ¢« =+ =v = = = & R Quote -
- 1
B Comments = = ﬁ ¢ O = i v H~ @
Meed help? Use the Help tab above the
Opell House screen title

& Profiie
& Aools Wednesday , September 19 4:30pm — 6pm
0 o

Admissions building lower level

Join us for refreshments, conversation, and to learn what happens in the newly renovated home of
the Center for Student Success and Career Development and the new Center for Academic Advising

Adding the image to the page

Conversations with First Year Seminar Faculty

fI‘ue.sda_v 9/25 12:15- 1:15 Rittenberg Lounge, lunch will be served

Put your cursor where you wap
the picture to appear, then click
the Add Media button.

Friday 9/28 10am- 12pm Rittenberg Lounge, refreshments will be served.

Please RSVP to vour nest Advising Fellow

Advising for Graduation: Best Practices

Tuesday 10/30 12:15- 1:15pm Terrace Rooms, lunch will be served.
Please RSVP to advising@trincoll.edu

Word count: 87 Last edited by ellenbuckhom on September 12, 2018 at 3:38 pm

Yoast SEO v

In-Content Components
Click the "Add Component” button below to start creating your layout

Add Component i

. o . O3TAM
92 6 4 ® B m @ A ngme B



Edit Page « Career Development —

—

C @

Add Media

Create Gallery
Create Audio Playlist
Create Video Playlist

Featured Image

Insert from URL

X

@ & https:/fwww trincoll.edu/careerdevelopment/wp-admin/post

Add Media
Upload Files = Media Library

All media items All dates

WritingGuide.pdf

=
=T

Resume-Template-

1l.docx

1 selected
Clear

| 334300
Edit Image
Delete Permanently

https://fwww.trincoll.edu/c:
Title  JoeCatrino-pic

Caption

Alt Text = Joe Catrino

Description

Required fields are marked *

Replace media

Upload a new file
To replace the current file,

click the link and upload a

replacement.

ATTACHMENT DISPLAY SETTINGS

Alignment |N0nr:

LinkTe | Mone el

Size  Medium -300 = 268 |v

Insert into page

Select the image you
want to place on the
page. On the right side
of the screen you will
see the image
properties and settings.
Here you can enter a
caption, add text to the
Alt Text field, choose
how to align the image,
and what size the image
should be on the page.
Then click Insert into
page in the bottom
right corner.

To make the image also
be a link, click the “Link
To” dropdown and
choose Custom URL,
then paste in the URL
for the page or pdf you
want to link to.



E] Upload New Media « Office of Corn X + A = = Adding a pdf file

<« C O B =2 httpsy/fww rtrincoll.edu/communications-marketing/wp-admin/n ok Q Search @ @ s 9 =

My Sites {4 Office of Communications and Marketing <> 15 I + new A \"/ e Forms Howdy, ellenbuckhorn .

& Dacnbonnd Screen Options ¥ || rilp ¥ You may also upload pdfs to the
B 5og media library. Use the same method
s el G el as uploading an image to the library.

Library

WordPress 6.4.2 is available! Please update now.

Add New

Once the file has uploaded, you will
© Forms@ Drop files to upload
B pages e want to copy the url of the pdf so you
¥ Commens (sectries | can make a link to it on a web page.

M Appearance

K Plugins . o .
You are using the multi-file uploader. Problems? Try the browser uploader instead.

& Users

. Look for the button on the right side
# ot — B of the screen that says “Copy URL to
F —— e - clipboard” and click the button. This
e will be the link you use on your web

iteSpeed Cache page .

Thank you for creating with WordPress. Get Version 6.4.2



(=] Media Library « Office of Communi X + e - X

If you want to replace a pdf with
an updated version of the same

&« (&} O E] &2 https://www.trincoll.edu/communications-marketing/wp-admin//u g Q Search R G @ S Q

. 'f:.___,f. Sites ﬁ Office of Communications and Marketing <15 ' + new 4 \"/ e Forms Howdy, ellenbuckhorn .
dOCU ment, bUt yOU WOUId Ilke the @ Dachbosrd Screen Options ¥ Help v
U RL to remain the Sa me’ you Ca n 5 WordPress 6.4.2 is available! Please update now.
Blog
use the Replace Media feature. 85 e
This is useful if it is a document Lbrary . |
. . N E | All media items v || All dates v || Filter | Search |
that you have made links to in a Ad e | I
number of places on the website f Forms ¢ (Bakactions | avo | 5 s L o[
¥ Pages (] File Author Uploaded to Date LiteSpee imization
and you don’t want to have to oo e — ’ * tespeed Opimit
update a” Of those Iinks- J— I ellenbuckharn :L\_tltnaactthached] — 35 seconds ago
K¢ Plugins Bicentennial_Commitment_Card
. . icentennial_Commitment_Card.pdf
In the Media Library, hover over & Users e
. . ools View | Copy ownload
the file you would like to replace. : e S
i 1 = settings ick-Caito-headsho carolinedevea ur Team — 2023/06/02 rig —
You will see some options appear B Nick Caito-headshot crolnederes  OurTe 2023/06/02 s —

Nick-Caito-headshotjpg

under the file name. Selec P

”Replace media.” teSpeed Cache

upload the new file to replace the
existing one.

220826_Headshots028 carolinedevea Qur Team — 2023/03/29 QOrig —
220626_Headshots028,jpg u Detach WebP —

O ’ﬁ N
© collzpse men O B Cooper carolinedevea  Qur Team — 2023/06/02 Orig —
o gl u etach e _
On the screen that loads, you will Cooper-scaledpg - eer

https:/fwww.trincoll.edu/communications-marketing/wp-admin/upload.php?page=enable-media-replace/enable- media-replace.php&action=media_replacedattachment_id=477



Replace Media Upload

Select Replacement Media

You can dick on the new image panel and select a file from your computer. You can also drag and drop a file into this

window

Maximum file size: 100 MB

Current

For the betterment of Trinity College and the future of our community,

by

We promise to hold ourselves accountable.

Replacement Options

(®) Just replace the file

Mote: This option requires you to upload a file of the same
type (pdf) as the file you want to replace. The attachment
name will remain the same
(Bicentennial_Commitment_Card.pdf) regardless of what
the file you upload is called. If a CON is used, remember to
clear the cache for this image!

(O Replace the file, use the new file name, and
update all links

Mote: If you enable this option, the name and type of the
file you are uploading will replace the old file. All links
pointing to the current file
(Bicentennial_Commitment_Card.pdf) will be updated to
point to the new file name. (If other websites link directly to
the file, those links will no longer work. Be careful!)

| Cancel |

Click here to upload or drop file in area

Options

When replacing the media, do you want to:

( ) Replace the date with the current date (21/Dec/2023 17:58)

(®) Keep the date (21/Dec/2023 17:57)

(") Set a Custom Date

Click in the white box on the right, this will pop open a window
allowing you to pick the new pdf from a location on your
computer.

The three choices in the Options box on the lower portion of
the page are related to the date of the file in WordPress. It will
not show a date or alter a date that exists in part of the
document itself.

Leave the button checked for “Just replace the file.” This is a
more reliable method of being sure the new document loads
when someone clicks on the link from an outside source.

Finally click the Upload the button at the bottom of the screen.
Be aware that the site cache and your browser cache may
mean that you don’t see the new document immediately after
uploading the new version. Try clearing your cache or view it in
a browser you haven’t previously used to view that link. Have
patience!
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Add a new page or new
child page

The easiest way to add a
new child page (which
will create the drop down
menu “In This Section” in
the header of your main
page) is to click on the
three horizontal dots at
the right edge of the page
under which you want
the child page to live, and
click “Add Child Page.”

You can also add top level
pages and place them in
the order you want by
choosing the “Insert Page
Before” or “Insert Page
After” options.



Components

Your site may have some components on it that you
want to edit, or you may want to add or subtract
components as your needs change. There are two
groups of components available, In-Content
Components and Full-Width Components.

In-Content Components
In-Content Components are the same width as the
main WYSIWYG component. All In-Content
components must be placed on the page above any
Full-Width components. Click the Add Component
button to see the list of available options. If you
choose to add a component, by default it will come
after any of the main elements or other In-Content
components you already have on your page. You
can click and hold, then drag the new component
into the place where you want it to be.

Full-Width Components

Full-Width Components run the full-width of the
web page, extending beyond the text area of the
main WYSIWYG component and so they must
appear below any In-Content component. You may
click and drag them around within the lower
portion of the page.

WYSIWYG

Testimonial

Topic Rows

Link List

Facts and Stats

Click the "Add Component” button‘ e reereoresmrgryooroyoos

Click the "Add

Important Now
Mews & Events
Related News
Related Events
Media Gallery

Contact Information

Story

Add Component

ayout

I/

Add Component

Add Component



1 Topic Rows

Topics

File v Edit+ View v Insert v+ Format v
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Information on our major, minor, courses, and learning goals.

Image Position

®) Image Left
Image Right

Video URL

In-content Components

Topic Rows

Topic rows can be used to feature or highlight something on your website,
or as a more visual navigation to supplement the "In This Section"
dropdown menu.

Each topic row requires a title, blurb, link title, link URL, and an image. You
also have the option of adding an "eyebrow" which appears as a light
blue, small caps heading above the title field, and you can choose whether
the image displays on the left or right side. There is also the ability to add
a YouTube video to play in place by adding the YouTube link (not the
embed code, just the link) in the Video URL field.

To add a new topic row to the bottom of the existing topic rows, scroll to
the bottom of the section and click “Add Topic.”
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your mouse in the gray bar
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http:/fwww.trincoll.edu/StudentLife/BantamMNetwork/Pages/Nests.aspx Component. You Wi” See a
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insert a new topic row or
delete an existing row.

The Bantam Network B 4+ New View Page Howdy, ellenbuckhorn .

Link Title *

Learn mare

You can also rearrange the

Video URL

order of the topic rows by

[ pddrow | clicking and dragging in the
gray bar on the left edge of
Minty and Rooseveft Nests the component.

Title *

Blurk *

President Joanne Berger-Sweeney's beloved golden Labrador, Minty. and the Luther-Roosevelt stone
that has become a tradition for every graduating senior to cross at Commencement, lend their names
to this pair of Nests.

ntam-network/wp-admin/post.php?post=145&action=edit# v
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Click the "Add Component” button below to start creating your layout

Add Component

Add Component

T Reunion Cor

Howdy, ellenbuckhorn .

Version 4.9.8

Link List

Each link list requires a title
which sits above the links and
gives context to the links
below.

Every link then has a title and
a URL, which must be
absolute, not relative.
Meaning you need to copy
and paste the whole URL,
including the https:// and not
just www.trincoll.edu/XXX

You can add a link to the
bottom of the list by clicking
the “Add Link” button at the
bottom of the component, or
add a new link to any place in
the list by clicking on the little
plus (or minus to remove)
icons in the gray bar at the
right edge.


http://www.trincoll.edu/XXX

Testimonial

Adding a testimonial component is a great way to add a personal touch to a web page and you don’t have to have an image to be
able to use it.

Click the In-Content Component button and choose Testimonial. Fill in the required Quote, Quote Attribution, and Quote Attribution
Context fields. The component will style the text as you see in the example below. If you want to have an image in background, click
the Add Image button and choose the image. Be aware that the image will crop off some of the top and bottom of the image, based
on the length of the quote. It’s a good idea to choose an image where the focus of the image is near the center.

2 Testimonial 4

Quote *

“I have been a loyal Bantam for as long as I can remember. In my

opinion, one of the best things about Trinity is the strong alumni

Quote Attribution * network. After I graduate, I hope to be an active alum just like my

parents. Maybe one day my own children will become Bantams!”

Quote Attribution Context *
17 or Biology Professor — CHARLIE CAVAMNAUGH CLASS OF 2023

Image

1mum dimensions 980x740px

Mo image selected | Add Image




Facts and Stats

The Facts and Stats component allows you to feature a
number and a sentence for context. It can be used with
or without a picture.

To add a Facts and Stats component, choose it from the
options under the In-Content Component button. Enter
the number you want to highlight and the context for
that number. If you want to add an image, click the Add
Image button and choose one from media library or
upload a new one. Be aware of the image size
requirements and that the image will crop out the top
and bottom of the image depending upon the length of
the text in the Context field.

3 Facts and Stats

Figure *
e.g. 70% or 70,000

58

Context *

Courses sponsored by the Office of Community Learning in academic year 2019-20

Courses spensoredby the Office of Community Learning in
academic year 2019 20
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Content *

07 add Medial [ Add Form

File v Edit* View v |Insert v Format v Tools v Table »
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Quote

Visual || Text

Pictured in the header image: Karolina Barrientos *z2; Carl Asikainen, vouth systems coordinator of the Connecticut Coalition to End Homelessness; and

Stefanie Wong, assistant professor of educational studies

Add Component

WYSIWYG

You can also add another WYSIWYG box
if, for example, you want to have some
text below some Topic Rows. It has the
same functionality as the main text field
at the top of the page.



Accordion FAQ

The Accordion FAQ component allows you to
create a collapsible Question and Answer
format on a page.

You will need a Title for the FAQ component,
for example Application Questions, Housing
FAQs, etc. The Item Title field is where you
put the question, the answer goes in the
ltem Content field, which also has the same
functionality as the WYSIWYG editor so you
can make links, add a bulleted list, insert a
picture and so forth.

Continue adding more FAQ Items by clicking
the Add FAQ Item button in the lower right-
hand corner of the component or use the
small plus symbol in the right-hand column of
the component to insert a new item between
existing ones. You can also rearrange the
order of the FAQ Items by dragging and
dropping on the left-hand side of the
component.

1 Accordion FAQ

Title *

| Registration

FAQ Items

Item Title*

| When der\registraticn start for each semester? |

Item Title *

| What is Advising 1u'ué€\k?

Item Content *

| 07 Add Media ‘ ‘ 2 Add Form wicial | ora

File * Edit * View v Insert v\ Format* Tools v Table

B I U & = =+ =\ & =

The week preceding Advance Registration is called Advising Week. Duying this week, vou must meet with your academie advisor to
discuss courses for the upcoming semester as well as your plans for fujure semesters. Your advisor will also assist you in developing a
T T B L T e P I ) LT PP e L Sy SIS S o s DS e N e Sy T 2 | Pt M B, P S

meeting, your academic advisor willre. ¥ REGISTRATION

WHEN DOES REGISTRATION §TART FOR EACH SEMESTER?

WHAT IS ADVISING WEEK?

The week preceding Advance Registration is called Advising Week. During this week, you must meet with
your academic advisor to discuss courses for the upcoming semester as well as your plans for future
semesters. Your advisor will also assist you in developing a list of alternate courses in case some of your
first choices are no longer available when you register the following week. During this meeting, your

academic advisor will remove your advising hold so you can register for classes.

IN ADDITION TO AN ADVISING HOLD, WHAT OTHER HOLDS CAN BLOCK MY REGISTRATION?

WHEN DOES ADD/DROP START AND HOW LONG DOES IT LAST?



Full-Width Components

Full-Width Components
Important Now Component

1 Important Now &

Title

| The Important Now component is designed to be a way for
you to add information about upcoming deadlines or feature

Subtitl .
subtitle "\ content that you want to rotate out over time.
mportant Now

You do not need to put a title or subtitle, know that if you do,
the title appears in small type and the subtitle appears in
large type.

% The sections require a title, link to the page or other source
you want to direct traffic to, and an image that must be at
least 980px square. It does not need to be a square image
Image = but if it isn’t, be aware that the image will only display what
minumm dimensions 20 fits in the square format.

Sections

Title * Description

S80px

How's Your Handshake? ‘ ‘ Career Development is us ‘ | https://trincoll joinhar |

The description field isn’t required but it’s useful to tell
visitors what is important about the content you want them
to read. A sentence or two is best, it is not designed for a lot
of text.

. T s , o To add a section, just click the Add Link button. Three to four
Career Treks ‘ ‘ Sign up for one of our Ca | hitps:/fwww.trincoll.e | “F : i i i
. R e - sk e | n sections usually looks best, depending on the text in the
' ' description field. You can also add a section in between
existing sections by hovering your mouse in the right-hand
column and clicking on the + button.

2 )
!

You can rearrange the order by clicking on the left side
m (where the numbers appear) and dragging them into place.



Related Events

If you have events that have been booked and approved in
EMS, you can add details to those events in the LiveWhale
calendar system and have a widget pull those events onto
your website. Instructions for LiveWhale are available
from the Office of Communications.

Once you have the information required from LiveWhale,
click on Add Component button under Full-Width
Components and choose Related Events. A title is not
necessary but it does provide a visual break between the
components. Calendar link is a required field. If you do not
have a specialized calendar link, contact Communications,
or use the public calendar http://events.trincoll.edu/. The
LiveWhale Widget Embed Code is the first section of code
provided after creating a widget in LiveWhale. It is just the
part that begins and ends with the <div> code, for
example:

<div class="lwcw" data-
options="id=18&amp;format=html"></div>

Each calendar has a unigue id number.

3 Related Events

Events Title

‘ Career Development Events

Calendar Link *

‘ https://events.trincoll.edu/career-development/#lview/all

LiveWhale Widget Embed Code

<div class="lwcw" data-options="id=18&amp:format=htm!"=

<fdiv=



http://events.trincoll.edu/

Related News

Adding a Related News component allows
you to have a feed of articles that have
appeared in the News section

of trincoll.edu automatically pulled onto
your page based on a related news
category. Simply choose from the

drop down menu the news category that
matches your site. If you don’t see an
appropriate category, contact

the Office of Communications to ask for it
to be added. The component will display
the three most recent articles that match
with the category you chose.

Full-Width Components

1 Related MNews i

Related News Category *

Select a |

[ |

Academy of Lifelong Learning

Alumni
American Studies
Anthropology

Art History

Arts

Athleticrs X2

Trinity Alumnus Inspires
Students to be Innovators

and Entrepreneurs -

Delivering a message of hard work
leading to an innovation that impacts
daily life, Eric R. Fossum *79, H'14 spoke
recently with Trinity Summer Research
Program students and participants of the
Partnership in Innovation and Education
(PIE) program. Fossum is the inventor of
the image sensor technology that is at
the heart of every digital camera.

Tech Savvy Offers Girls a
Peek into STEM careers -

At the sixth annual Tech Savvy
Conference, more than 70 Connecticut
girls spent a day on Trinity’s campus
learning how to extract DNA from plants,
pinpoint blood samples carrying Lyme
Disease, make their own Android app,

print products in 30, and more.

Robotics Teams from
around the Globe Compete
at Trinity -

Teams representing seven countries
gathered at Trinity to compete in the
college’s 26th International Fire Fighting
Home Robaot Contest, which advances
robot technology and knowledge by
using robotics as an educational tool.


https://www.trincoll.edu/news

Type

Image

Image *
ninimum dimensions 980x740px
Mo image selected | Add Image
Caption

\

‘ Add Media ‘

™

Media Gallery

The media gallery component provides a photo
gallery option that you can add to any web page.
There isn’t a limit on the number of pictures you
can include but there is a minimum size for each
image, 980px x 740px. There is a caption box for
each image as well.

To add images, click the Add Media button, then
click the Add Image button. If the image is not
already in your media library, simply choose the
Upload Files option in the top left corner of the pop
up window. Remember to fill in the Alt Text field for
the images you select if it isn’t already filled in,
then click Select. Add a caption, then click Add
Media to add another image.

The media gallery also supports videos if they are
uploaded to YouTube or Vimeo and you have the
link for that video. A static image is still required
even if using video so you will want to have a still
from the video to use. Choose video instead of
image from the dropdown menu in the media
gallery component and add the image as above,
then paste in the url for the video.



Full Width Components

EXPLORE THE GALLERY ? e . —
Highlightsfromthe 9%y F. = N 7" . ' A bl :
International Show e ) < & -

2019

X . .
EXPLORE THE GALLERY Ot . ‘ _ L. What each Image looks like
Highlights from the ' N ‘ ' o when you click in to the
International Show

image gallery.
2019

R. The media gallery
component in edit mode.

414

(L-r) Anoushka Sood "20, Kalsang Sherpa
'20, and Hamna Tariq "20 perform a
Bollywood dance during the International
Show.

add Media



— . Contact Information
o The Contact Information component is designed to be
at the bottom of the webpage. It allows you to
Location customize information for your office or department.
hamssons snd CaserDeveprens Cemer None of the fields are required so you only need to
P insert the information that is relevant for you. It will
create a link for the email address so you don’t need to
worry about inputting any code.
N T PRNY At the bottom of the component, there is a section for
Ermail Social Links. You can add links for Facebook, Twitter,
i e i Instagram, and LinkedIn. Click on the Add Contact
Phone button then choose the service from the drop down
menu on the left, then paste in the link to the account
ar on the right. Click Add Contact again to add additional
accounts. You can drag and drop the accounts into a
— different order by clicking and holding in the gray
- column on the left where the numbers appear.

Add Contact



Story

The Story component allows you to share feature
content from the college’s home page on your site.
These are usually stories that have appeared in the
People, Places, or Pride sections on the
https://www.trincoll.edu/ homepage. You can
browse through existing stories by visiting:

People: https://www.trincoll.edu/trinity-people/
Places: https://www.trincoll.edu/trinity-places
Pride: https://www.trincoll.edu/trinity-pride

The story component can only hold one story at a
time. To choose the story, enter words into the text
field related to the story you want to feature. When
you see the one you want, click it on the left side
and it will move to the column on the right. If one is
already on the right side, you will need to delete it
by hovering over the title on the right and clicking
on the black circle that appears. Once the right
column in empty, you may choose a new story.

The story component can be a link to a written story
or a video, which will play in a place on the page.

2 Story

Stories Post Type

You are locking on posts from s

ite Trinity College

Search...

Tis the Season

‘50 for the Mext 50' Honorees
‘American Girl’ Talk
‘Fostering Play in Cambodia’
‘Women of Distinction’

“She was an American Girl”

Our Summer Experiences: Bantams Benefit from Internships Across
the Country

Q&A: Skyler Szot 21 on his NASA
Internship

Electrical engineering student Skyler Szot 21 has a
semester-long internship in California at the Armsirong
Flight Research Center, NASA’s premier atmospheric
test flight center. In this Q&A, Szot shares some of his

thoughts and experiences from the internship.

READ SKYLER'S STORY —»
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POSTED NOV 29, 2023 | BY EMMA KOZAK '25

Rio Smith 26 Studies the
Evolution of the Sanya District in
Tokyo

Sanya is a district in Tokyo that had a day laborer market which peaked in the
1980s. Today there is a gap in the literature about the decline of the region since.
Rio Smith '26 spent his summer studying the evolution of Sanya since the
eighties and what the district is like today using a Tanaka Fund for International
Research summer grant through CUGS. Smith is an urban studies major with a
minor in philosophy who grew up between Los Angeles and Tokyo.

MASTER'S IN URBAN PLANNING | POSTED NOV 14, 2023 [
BY EMMA KOZAK '25

Global Studio Course Offers ’_
Prnfoccinnal Parenactivieec nn y

Blog

The blog function allows a
department or office to publish
their own blog posts or news
stories. The blog template is
very similar to the page
template however, it has a few
additional fields: Date, Blurb,
Author, Source, List Image,
Header Image, and Categories.
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Sanya is a district in Tokyo that had a day laborer market which peaked in the 1980s. Today there is a gap in the literature about the
decline of the region since. Rio Smith '26 spent his summer studying the evolution of Sanya since the eighties and what the district is like
today using a Tanaka Fund for International Research summer grant through CUGS. Smith is an urban studies major with a minor in

philosophy who grew up between Los Angeles and Tokyo.

Author

Emma Kozak '25

Source

List Image
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Clicking on the date field pops open a
calendar so you can choose the "posted"
date for the blog post. The Blurb will
display on the blog landing page, it is a
short summary or teaser text for the full
blog post.

The author field is not tied to the user, so
it is possible to have a blog post
contributed by someone outside of your
office but still be able to attribute the
post to that person.

Source is meant to be a link to an
external website. An example might be if
a professor wrote an article for a news
paper and you would like to be able to
have that included in your blog feed. Your
blog feed would show the title, image
and blurb, but then link to the original
source.

List image is what appears on the blog
landing page. It can be the same as the
header image or something different. It
does not need to be as large as the
header image so it is often a good way to
use a picture that illustrates the blog
post, but which is not suitable for a
header photo.
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Blog categories give the
reader the ability to view
multiple blog posts about a
particular topic by selecting
the category on the blog
landing page.
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' Comments (4

You can create as many & Profile
categories as you want, & Tools
either by clicking on Blog
Categories in the left-hand
column of the dashboard
under the Blog heading, or
within the post. You then
check the check box in the
post to apply the categories
you want to ascribe to the
post. You can choose
multiple categories per post.

‘7‘ Redirects

© collapse menu

Category

Add New Category

MName

I
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The name is how it appears on your site.

Slug

The “slug” is the URL-friendly version of the name. It is
usually all lowercase and contains only letters, numbers, and
hyphens.

Parent Category

Mone b

Assign a parent term to create a hierarchy. The term Jazz, for

example, would be the parent of Bebop and Big Band.

Description

The description is not prominent by default; however, some
themes may show it.
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width="100%" height="500px" frameborder="0

allowfullscreen allow="geolocation"]

Text

Embedding videos and other media

If you would like to embed a video on your page,
it must first be uploaded to a video platform
such as Vimeo or YouTube. If it is on Vimeo or
YouTube, all you need to do is paste the URL of
the video on to the page and WordPress will
automatically embed the video player on the

page.

If you are embedding media from another
platform you will need to find the embed code.
Look for a share icon or perhaps three dots, then
copy the embed code. Often this code will be in
a format that WordPress doesn’t use, but you
only need to make a small adjustment to be able
to use the embed code.

WordPress uses brackets instead of the standard
html code of < and >. On your page, paste in the
code you copied, then change the<toa[and >
to ]. You do not need the final </iframe> and can
delete that entirely. Your code should look like
the example to the left.
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