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Introduction

Information gathered under the Provision for Support to the development of online learning with Adult
Literacies Learners in Scotland programme in 2008 suggested that a number of members of Adult Literacies
Partnerships had wished to have their own simple to use website - a website that they could edit freely and
where they could provide sample learning materials for learners to download and try at home without the
need to login to a complex VLE.

To meet this wish The Learning Centre Website Template was developed using the Open Source Content
Management System ‘WordPress’ (http://www.WordPress.org ). WordPress software was first developed as
a blogging tool but it is highly versatile and is one of the easiest ways to create and maintain a generic
website. The template (How the website looks and feels.) has been chosen and customised for use by Adult
Literacies Organisations and is already partially populated with relevant links and pages. This workshop is an
introduction to authoring in and looking after the administration of a WordPress website with an emphasis

on developing content and ideas relevant to adult literacies organisations.

Workshop Aims

This workshop has two broad aims:

1. To allow participants to become familiar with the use of WordPress software by writing, editing and
making alterations to the content and structure of the website

2. To complete the website by filling it out with accurate, relevant useful and inspiring information.

For this Workshop you will require

1. Access to the internet

2. Ausername and password with administrator or editor privileges for your Learning Centre Website

3. Pre prepared content, text and images, for the pages entitled Home, About, For Learners, For
Tutors, News, Contact Us, Download and Try.

Login

To get to the login page add this string to the end of your website address:
/wp-admin

“® Enter the username and password provided by the workshop presenter.
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Explore the Website Template

YD Spend five or ten minutes exploring the website by clicking on all the links shown below. Return to

the front page if you get lost. Do not explore ‘Site Admin’ yet!
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About the template

[Read this paragraph twice. — Once at the beginning and once at the end of the workshop — it might not
mean much the first time!]

The Learning Centre Template uses a modified version of a theme called K2. Changes made to the theme to
improve it for adult literacies learners include:

a. Alarger text size throughout

b. Abroader page (950 px)

c. A High Contrast Option (Available by selecting ‘Heading 6’ in the text editor)
d. Alist of all ‘sub pages’ for that topic at the bottom of every page

The title of each ‘parent page’ appears as a link in the menu bar along the top. These have been chosen as
the most likely topics a learning centre website would require; HOME; ABOUT; FOR LEARNERS; FOR TUTORS;
NEWS; CONTACT US; DOWNLOAD AND TRY- but they can easily be changed. You can upload any header
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image you like but it should be a jpeg image 950px wide 200px high. Posts are different from Pages as these
appear only in the News section of the website.

The sidebar is populated with ‘widgets’ — Wordpress has many widget options - in this case a search box, a
links menu and a text box into which has been pasted the code for a Google translator gadget. (Available
from Google Gadgets http://www.google.com/ig/directory?synd=open )

The sentence on the first page which reads ‘Listen to this Website’ links to an mp3 audio file - in this case
some music — which acts as a placeholder for an audio recording of a suitable welcome message.

By the end of this workshop you should know how to change all of these things and your completed website
may look very different from this.

Updating Website Contents — The Dashboard

“B When you login you will see the ‘Dashboard’ shown below. The Dashboard is often the the starting
point for making any changes to your website. If you navigate to the site click the button Site Admin
to return to the Dashboard.

The column on
the left
provides

1)) Learning Centre Template —v

@ Dashboard

Dashboard

navigation to

Akismet Stats Right Now QuickPress
. AtaGlance Title
many options # poss 2 o y—

Upload/Insert
Edit .

9 Pages O Approved Content

Add New
1 Category o

LinkS to 0 Tags 0 Spam
. Taas
Media
P Theme K2 with 3 Widgets Change Theme
Posts and = Ve are using Wordpress 2.7.
Edit
! Akismet blocks spam from getting to your blog, but there's nothing in your spam
Add New
Pa es queue at the moment. Recent Drafts

Link Categories

v There are no drafts at the moment

S Recent Comments

Edit

P No comments yet. WordPress Development Blog

& Comments Prioritizing Features for WordPress 2.8 December 24, 2008 post

Incoming Links Everyone knows by now that WordPress 2.7 is packed with new features.
available (almost 600,000 downloads as I write this!), i's time to start wo

Appearance This dashboard widget queries Google Bleg Search so that when another blog links to There were dozens of things that got tabled during 2.7 due to time constra| news
B vour site it will show up here. It has found no incoming links... vet. It's okay — there is there are a lot of high-rated features in the Ideas L1

£ Plugins no rush.
) WordPress 2.7 ?Coltrane? December 11, 2008

&, Users

The first thing you'll notice about 2.7 is its new interface. From the top down, we've
T} Tools Plugins, listened to your feedback and thought deeply about the design and the result is a
PO WordPress that's just plain faster. Nearly every task you do on your blog will take
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Explore the Dashboard Column

YD Starting at the top and working down, click on each item in the column shown and write a short note
about your discoveries. Your workshop presenter will point out some important features. (You may
not see all these options if you are not an Administrator)

Posts
et
Edit
Add New Links
Tags
Categories %
[5h .
Media Pages
& Links
Pages
&) Comments ﬁ Comments

Appearance

» Appearance
£ Plugins

&4, Users

\ Plugins
Users

Settings
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Learn by doing

WordPress has too many features, plugins, themes and so on to cover in a short workshop - the best way to
get to know WordPress is to learn-as-you-do. Usually the screen will contain clues which help you as you go
along and at the bottom of the Dashboard screen you will find a link to WordPress documentation
(http://codex.wordpress.org/Main Page) providing extensive helpful information and you can even buy a
book about WordPress (WordPress for Dummies) — but you shouldn’t need to. This workshop covers, in
order, each of the things you are most likely to want to do.

Change a page

“B Try changing the content of the Home page. (Login; Click Visit Site -> Click Edit or navigate to it
through Pages) As you go along try to get to know the text editing toolbar shown below (Roll the
mouse slowly over each button to find out what it does)

N.B. If you are working as a group, assign one person to each page HOME; ABOUT; FOR LEARNERS;
FOR TUTORS; NEWS; CONTACT US; DOWNLOAD AND TRY and practice making changes to the
assigned page.

Add Highlight text and Show / Hide For advanced users:
an click here to add a additional tools Switch to HTML mode
image .
hyperlink \

Upload/Insert Visual

B || 7 ||| := |

[T

=A

< m
]
(4]

=
fo
m
9|
¥
m
(-

Paragraph * u

If you are pasting Enlarge
from a Word editor
document this might window

help with formatting

Some of the less obvious and important text editor buttons
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Tips — General Development

1. Develop content in Word and paste it into WordPress.
2. Avoid pasting from Word 2007 into Firefox

3. If you have trouble with pasted text, paste it into Notepad and cut and paste from
Notepad into WordPress or use the Paste from Word button in the WordPress editor

&

4. Do not upload images greater than 300K. Shrink them using Microsoft Office Picture Manager

5. You can use the hyperlink button in the text editor toolbar to add links to any other pages within
your own website — not only links to external pages. This can be very useful e.g. for linking the front

page or side block to a news article.

Add an image

Y Add an image to the Home Page, or whatever page you are working on. (Click Add an image in the
toolbar and follow the prompts)

Add media files from your computer

Chaose files to upload Select Files

are using the Flash uploader. Problems? Try the Br. sploader instead

Click Select Files and browse to the image Add a suitable title and caption

Select a suitable image size and click Insert into post

ChalkandTalk e-Learning Support
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Add a new page

“® Try adding a new page in your assigned section. For example in the section For Learners (Click Pages
in the Dash Board Column, -> Add New.) Add your new content but before you click Publish look for
the drop down menu Parent (Under Attributes) and select For Learners or the name of your
assigned section) Check that your new page appears as you expect and make any corrections

Tips — other page settings

1. You can allow Comment on any page by clicking the Allow Comments check box. You can control
comment moderation by clicking Settings -> Discussion in the Dash Board Control Column

2. Only Parent Pages appear along the top of the website — the current configuration can only handle
about six parent pages — but an (more or less) infinite number of pages connected to these — choose
another template if this becomes a problem.

3. Youcan reorder the menu along the top using Order under Attributes while you are in the page
editor.

4. Posts are different from Pages in that they appear in the order of time and date of their creation. In
the current configuration all Posts appear in the News Section. (WordPress was developed for
blogging and normally Posts appear on the front page. (Go to Appearance -> Settings -> Reading ->
Front page displays in the Dash Board Column if you want to change this back.)

ChalkandTalk e-Learning Support
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Add a document for downloading

“® Try adding downloadable document to your new page:

O

While logged in visit your page and click Edit
At the bottom of your text add a line that reads ‘Download’

Highlight the line ‘Download’

Click Add Media [ Add Media Button ]

Click Select Files

Navigate to the file on your computer and click open. Wait while it uploads
In title also type ‘Download this document’

Click File URL

Click Insert into post

Tips

1. The Insert Media button automatically inserts the media (document) into a new page. To prevent
this and have the website user go straight to downloading the document — after clicking ‘File URL’,
copy the File URL (Select all and CTRL V), close the Add Media window, click the Hyperlink button
and paste the link you copied. Now the document will download directly without going to a new

page.

2. If you have already uploaded the document and do not need to upload it again, click Add Media ->
Media Library to select it from the list.

Add an Audio File

You can find out more about making audio for your website in Appendix 3. You can download some sample
mp3 files from www.esupportscotland.org — look for Audio files on the left side of the page.

ChalkandTalk e-Learning Support
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“® Try adding an mp3 file to your page:
o Visit your page and click Edit
o Atthe bottom of your text add a line that reads ‘Listen’

o Highlight the line ‘Listen’

o Click Add Audio [ “* Add Audio Button ]

o Click Select Files

o Navigate to the audio file on your computer and click open. Wait while it uploads
o Intitle also type ‘Listen’

o Click File URL

o Click Insert into post

Tips

1. The Insert Audio button also automatically inserts the media in a new page. To prevent this and have
the website user go straight to hearing the audio — after clicking ‘File URL’, copy the File URL (Select
All and CTRL V), close the Add Audio window, click the Hyperlink button and paste the link you
copied. Now the audio will open directly using Windows or default media player.

2. Wordpress has a number of ‘inline’ mp3 players that play audio without opening any other program
but none work with the latest version — new mp3 players will almost certainly be updated soon and
this facility will be added to your website when it becomes available.

ChalkandTalk e-Learning Support
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Add Links

You can add a link to any text using the Insert / Edit Link button in the text editor. =
You can also add links to the side bar
“® Try adding a hyperlink to the sidebar.

o Inthe Dash Board Column click Links - > Add New

o Add the name and address of the link you wish to add.

o Click ‘Add link’

o Visit the front page

Complete your Website

To finish the workshop, delete all your experimentation and continue creating your content.

ChalkandTalk e-Learning Support
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Appendix 1: Additional Features for Administrators

Widgets

WordPress websites have many built in and many more optional ‘widgets’ which add more functions to the
site. Built in widgets include Calendars (Which display dates of News Items), Links, Pages and so on. If you
have time left try this:

“® Have fun by adding a Google Gadget using the Text Widget

o Visit http://www.google.com/gadgets/directory?synd=open and choose a gadget

o Click Add to your Webpage

o Change the width to 150

o Click Get Code

o Copy the code and go to Appearance -> Widgets and Add a Text Widget
o Click Edit on your new Text Widget and paste in the code

o Click Done, Click Save changes and visit the site.

Adding Users

To add a new user in the Dash Board Column click Users -> Add New and complete the form. Set the users to
the correct Role.

Tips - Roles

Administrator - Somebody who has access to all the administration features

Editor - Somebody who can publish posts, manage posts as well as manage other people's posts, etc.
Author - Somebody who can publish and manage their own posts

Contributor - Somebody who can write and manage their posts but not publish posts

Subscriber - Somebody who can read comments/comment/receive newsletters, etc.

ChalkandTalk e-Learning Support
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Changing the Header Image

Click Appearance -> Custom Image Header and upload an jpg image with the correct dimensions.

Plugins

There are many plugins available to increase the functionality of the site. Click Plugins in the Dash Board
Column to find out more — you will have to do some reading and experimentation as not all the available
plugins work in the latest version of WordPress.

Good Luck!
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Appendix 2: Style Sheets and Templates — Giving your site a ‘makeover’

The overall appearance of the website is determined by the ‘Theme’ and there are hundreds of themes
available to download from the internet.

The current ‘K2’theme has been customised for use by Learning Centres to include:
e. Alarger text size throughout
f. A broader page (950 px)
g. A High Contrast Option (Available by selecting ‘Heading 6’ in the text editor)
h. Alist of all ‘sub pages’ for that topic at the bottom of every page

If you choose to change to another theme you may lose some or all of these options but if you do wish to
alter the appearance of your website there are two ways to do this.

1. To change the theme altogether login and go to the Dashboard. Click Appearance and you will see a
number of themes available for you to try. Click on the theme you would like. If you want to upload
more themes you must do this using FTP. This requires some expertise - please get in touch to obtain
your FTP details and further help and advice.

Themes

widgets

Editor Beautiful Day Fishy

K2 Options e
Previously released by Kaushal Sheth, includes Fishy by WP ThemeSpot.

Custom Image several fixes and improvements. Based on the

Header free website template Beautiful Day. Also

& Pl available as Joomla template and Blogger

& Hlugms template.

&, Users

T Tools

Settings

WordPress Classic WordPress Default

The original WordPress theme that graced The default WordPress theme based on the
versions 1.2.x and prior. famous Kubrick.

Tags: mantle color, variable width, two columns, Tags: blue, custom header, fixed width, two
widgets columns, widgets

Get More Themes

You can find additional themes for your site in the WordPress theme directory. To install a theme you generally just
wp-content/thenes directory. Once a theme is uploaded, you should see it on this page.

2. You can keep the current theme but change it quite a lot by editing the style sheet. This also requires
some expertise but if you have a member of staff familiar with ‘CSS’ they can make changes by
clicking Appearance -> Editor and selecting style.css from the list. Other page structures can also be
altered this way.
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Appendix 3: Audio Clips and Podcasts

Online audio is a tremendously valuable tool for literacies tutors and learners but creating quality audio
materials can be time consuming and technically confusing.

The best tool for creating audio is ‘Audacity’. You can download ‘Audacity’ a free audio recorder from here:

http://audacity.sourceforge.net/

To create mp3 files you must also download a plug-in for Audacity here:

http://audacity.sourceforge.net/help/fag?s=install&item=lame-mp3

You can find out more about Audacity in Unit 4 and 5 of the Using ICT in Adult literacies learning programme
at ALO

Making a simple Podcast

The simplest form of podcasting can be done by posting online an MP3 audio file with ID3 tags. The ID3 tags
contain all the information that appears on the screen of the MP3 player used to listen to the podcast.

1. In Audacity, the first time you select Export As MP3 the ID3 tag dialogue box will appear. —
otherwise select Project - Edit ID3 tags

Complete the dialogue box with at least the details Title and Artist
Upload your file to a VLE or blog.

There are also numerous free podcasting services like mypodcast (www.mypodcast.com/)

~ ] I
Edit ID3 Tags (for MP3 exporting) E
Fomat:

¢~ ID3v1 {more compatible)
& 1D3v2 {more flexible)

Title: ICLAN Beans Podcast

Atist: ICLAN Extending E-Leaming|

Abum: |

Track Number: I Year: I

Genre: IBIuae ;J

Comments: I

Cancel | [ ok |

ID3 tags make an MP3 file into a simple podcast
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Small Audio Clip Mass Production

The use of small audio clips can be a great help to learners learning new words, however while using
Audacity to make a basic recording is quite straight forward, the production of many small audio clips can be
laborious for busy tutors. Audacity does allow for some mass production and this is a good exercise to
involve learners

Rather than recording all the audio clips individually, it is very much quicker to read a prepared list of words
continuously and use Audacity’s Labelling and Export Multiple options to generate the individual files.

As an example: A tutor wishes to use audio recordings for an online lesson about baking a cake. The lesson
contains the following words:

Eggs; Flour; Scales; Timer; Butter; Salt; Milk

1. Open Audacity.

2. Online sound file are best made as small as possible; for speech recordings check you have selected
these setting in the menu Edit - Preferences.

Audacity Preferences. Audacity Preferences
Audio /0 Qualty | Fle Fomats | Spectrograms | Directores | Interface | Keyboard | Mouse | Audio 1/0 | Quaity | Fie Formts | Spectrograms | Dirctories | interface | Keyboard | Mouse |
Default Sample Rate: [11025Hz v | [11025 Playback
Device: |Microsoft Sound Mapper - Output ]
Default Sample Format: | 32-bit float v
Recording
Realtime sample rate converter: | Fast Sinc Interpolation -
Devics: [Microphone / Line In (SigmaTel |
High-quality sample rate converter: |High-qualty Sinc Interpolation v
Channels: |2 (Stereo) =l
Realtime dther: |None -
I™ Play othertracks while recording new one
Highusity diber: [Tronge <] I™ Software Playthrough (Play new track whie recording t)
e | s

Under Quality set the default sample Under Audio I/0 select Stereo and
rate to 11025Hz Microphone

Figure 1 Audacity Settings for recording speech

3. Make a single recording reading all of the words with a pause between each.

4. Click the cursor directly in front of each recorded word and press CTRL B or select Project - Add
Label at Selection in the drop down menu.

5. Typeinthe word you recorded at that point. When you have done this with all your recorded words
the screen will look like the figure below.
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@ LC Bxample Audio -

- [EIEIEE|
P a . = :
file Edit View Project Generate Effect Analyze Help
el [ |
l_i— W) >) @)n) m) m) | el
,OH X 2 "))lzl 48 42 36 -30 -24 18 12 6 0 )slil 48 42 36 -30 -24 18 12 6
T S P e P T T
0 5 A: 5T o [[4[m[@[wm] o[c] 22[2]2]
- 1‘ .0 0.0 1..0 2‘.0 3:0 4:0 5|.0 6|.0 7].0 8..0 9..0
X|Audio Track ¥ | 0.05 5
Stereo, 11025Hz f
32-bit float
Mute | Solo
2 0.00 i
| (S8 i
L R
O loos |
0.05

\
}% Eggs 1Flour 1Scales 1Timer WBuner —

14| |

Project rate: 11025 |Cursor: 0:00.638549 min:sec [Snap-To Off]

4

Figure 2 A sound recording showing labels

6. Under the File menu select Export Multiple...Select MP3 as the Export Format and select a suitable
Export location. (Do not Export multiple to your desktop or it will be covered in new files)

Export Multiple &b L= ]
Export fomat: |MP3 v
Export location: |C:\Usefs\j megrath\Desktop“audio for phrase book Choose...
i L
— Split files based on: 1 Name files: -
+ Labels ' Using Label/Track Name
I™ Include audio before firs label - Nearbesing conseciively
1 First file name: |LC Example Audio e - ¥
File name prefix: |LC Example Audio
€ Track L
[V Overwrite existing files il
ll
Cancel Export

Figure 3 Export Multiple Settings

N.B. If MP3 fails to appear as an option you must download install the MP3 software from:
http://audacity.sourceforge.net/help/fag?s=install&item=lame-mp3

7. You should now have each word saved as a separate MP3 file.
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B Pictures D 3
B Music \ﬂ ﬂ ﬂ

4,
=

Folders v | Buttermp3 Eggs.mp3 Flour.mp3 Scales.mp3 Timer.mp3
I, AdventureChallenge rebu ~
All House Ducuments ||
bach illusion_data >
} 5 items

Figure 4 The new set of audio files

Improving clip quality

Audio clips that vary in volume can be irritating for learners particularly if they are listening with
headphones. In order to even out the volume and clean up the clips take these steps:

1. Open Audacity (You must do this first in order to open multiple clips)
2. Inthe drop down menu select File - Open

3. Navigate to your new files, select them all and click Open

@ Select one or more audio files M. T TR AT [ ==z
@Qv[ J. » Multiple Audio ~ %3] [searen B
iews ~ [ New Folder 2
Fai : Name Artists Album 2 Genre »
IF
@ Recently Changed A8 Buttermips
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: o LR 3] Flour.mp3
| RecentPiaces T
P i €amputen !B‘Timer.mpS
[E Documents
B Pictures
B Music
Searches i
| Public
Folders ~
Fie name: "Buttermp3" "Eggs mp3” "Flourmp3” "Sc v | Alfles () -
I N—— - — y

Figure 5 Select all files

4. Trim the silence from the beginning and the end of each file by dragging and deleting using the
mouse and delete key.

5. Highlight the remaining sound sample and select Effect - Amplify. This evens the volume between
clips. (See Figure 6)

6. Select File Export As MP3 for each clip. Take note of where the file is being saved as it may not be
where you expect.
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Figure 6 The sequence of changes required to improve sound clip quality
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Appendix 4: Emergency Contact Details

If you have any questions concerning any information contained in this document or in the event of a
technical failure contact:

John McGrath
0131 661 6589 / 0789 008 0837

john@chalkandtalk.co.uk
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