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Introduction

Information gathered under the Provision for Support to the development of online learning with Adult
LiteraciesLearners in Scotland programme in 2008 suggested that a number of members bf iketalcies
Partnerships hadavished to have their ownsimple to usewvebsite- a websitethat they could edit freely and
where they couldorovide sample learning materials fdearners to download and try at home without the
need to login to a&omplexVLE.

To meet thiswish The Learning Centr&Vebsite Template was developedsing theOpen Source Content

al yI 3SYSy WordPeeaSh&oY/wviv. WordPress.org. WordPresssoftware wadirst developed as

a blogging tool but it is highly versatile and is one of the easiest ways to create and maintain a generi
website. Theemplate (Fbw the website looks and feejshas been chosen andistomised for use by Adult
Literacies Organisatiorend is already partially populatesglith relevant links and page¥his workshop is an
introduction to authoring in andooking afterthe administration of a WordPresgebsitewith an emphasis

on developirg content and ideas relevant to adult literaciesganisations

Workshop Aims

This workshop has two broad aims:

1. To allow participantso become familiar with the use of WordPress software by writing, editing and
making alterations to the contergnd structre of the website

2. To complete the website by fillingaut with accurate, relevant useful and inspiring information.

For this Workshop you will require

1. Access to the internet

2. A username and password wildministratoror editor privilegesfor yourLearring Centré/ebsite

3. Pre prepared content, text and images, for the pages entitdethe, 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 ywabsiteaddress:
/wp -admin

8 Erter the username and password provided by the workshop presenter.
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Explore the Website Template

8 Spend five or ten minutes exploring the website by clicking on all the links shown below. Return to
the front page if you get losDonot S E LJf 2 NB yWX 2083 H RY A

Sidebar wdget

- Instant site
search box

Interchangeable

header image Ly T :
T re Template

Menu bar e Y ) # .
A i ome A For Learners For Tutors News Contact Us Download and Try ™ Site Admin
linking to other

. Listen to This Welcome Type and Wait to Search Sidebar Wldget
pages in the . ink
Site quam, feugiat vitae, ultricies eget, tempor sit amet, ante. Donec eu libero sit Links - Lln sto
amet quam egestas semper. Aenean ultricies mi vitae est. Mauris placerat ::;? i external
Skillswise
eleifend leo. Quisque sit amet est et sapien ullamcorper pharetra. Vestibulum H
4 “ N ’ ’ ’ We Speak Your Lanquage WebSIteS
. erat wisi, condimentum sed, commodo vitae, ornare sit amet, wisi. Aenean i
An audio
fermentum, elit eget tincidunt condimentum, eros ipsum rutrum orci, sagittis
version of the tempus lacus enim ac dui. Donec non enim in turpis pulvinar facilisis. Ut felis. Select your |
front page Praesent dapibus, neque id cursus faucibus, tortor neque egestas augue, eu | EmEa Sidebar Wldget
vulputate magna eros eu erat. Aliquam erat volutpat. Nam dui mi, tincidunt Gadgets powered by GO c TeXt (|n thlS
quis, accumsan porttitor, facilisis luctus, metus
case Google
A High Contrast instant)
version of th
ersion o t € High Contrast tranSIator

front page 7

About the template

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

The Learning Centre Template uses a modifexdion of @aheme called K2. Changes maddhe themeto
improve it for adult literacies learneraclude:

a. A larger text size throughout

b. A broader page (950 px)

c. ! 1TA3IK [/ 2yiNIad hLWiA2y o! @lAflofS o0& asStsSoi
d ! tAad 2F Fff WwWadzm LI I&eaywpage2 NI GKIF G G2LIAO |

¢KS GAGES 2F SIFOK WLI NBy(d LI 3SQ THelelfdveNden Ehasertas f A Y
the most likely topics a learning centre website would requit®ME; ABOUT; FOR LEARNERS; FOR TUTOR!
NEWS; CONTACT US; DOWNLOAD ANDBUTEey can easily be changédou can upload any header
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image you like but it shoulde a jpeg image 950px wide 200high. Posts are different from Pages as these
appear only in the News section of the website.

¢ KS aARSOF NI A& LI Whazipress BaR mahyiwidiet optioisiRtAiScask 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 Gadgetsttp://www.google.com/ig/directory?synd=ope

¢tKS aSyiaSyoS 2y (KS TFANRG LI IS onipa dddio fiBn tHsasal [ A & (
somemusic¢ 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 T The Dashboard

8 2KSy @&2dz f 23A yashtdad ¢4 K 2 5 WIS ibBa&iddien the the starting
point for making any changes to your websifeyou navigate to the sitelick the buttonSite Admin
to return to theDashboard

The column on
the left
provides

navigation to

%)) Learning Centre Template - vistsit New Post ¥ Howdy, admin | Turbo | Log Out

@ Dashboard

Dashboard

Akismet Stats Right Now QIIiEkPI‘QSS
many options 5 rous
2 Posts 0O Comments
Edit Upload/Insert
‘
9 Pages O Approved Content
Add New
1 Category (o]
LlnkS tO ories 0 Tags 0 Spam
. Taas
) Media
Theme K2 with 3 Widgets Change Theme
Save Draft Cancel

& Links
Edit

Yeu are using WordPress 2.7.

Posts and
Pages

Akismet blocks spam from getting to your blog, but there's nothing in your spam

Add New
queue at the moment. Recent Drafts

Link Categories
There are no drafts at the moment

8]

Pages Recent Comments

Edit

Add New No comments yet. WordPress Development Blog

) Comments
Incoming Links

Appearance This dashboard widget queries Google Bleg Search so that when another blog links to
vour site it will show up here. It has found no incoming links... yet. It's okay — there is
£ Plugins no rush.
. WordPress 2.7 ?Coltrane? December 11, 2008
& Users The first thing you'll netice about 2.7 is its new interface. From the top down, we've
T Tools Plugins, listened to yeur feedback and thought desply 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

ChalkandTalk eLearning Support
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Explore the Dashboard Column

8 Starting at the top and working down, click on each itarthie column shown and write a short note
about yourdiscoveriesYou workshop presenter will point out some important featur€gou may
not see all these options if you are not an Administrator)

Posts
Media
Edit
Add New Links
Tags
Categories %
o .
Media Pages
& Links
Pages
© Comments ﬁ Comments
Appearance
= Appearance
£ Plugins
&, Users
T} Tools
Plugins
Settings

Settings
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Learn by doing

WordPress has too nmg features, plugins, themes and so on to cover in a sliorkshop- the best way to
getto knowWordPresss to learnrasyou-do. Usually the screen will contain clues which help you as you go
along and at the bottom of th®ashboardcreen you will finc link to WordPress documentation
(http://codex.wordpress.org/Main_Pageproviding extensive helpful information and you can even buy a
book about WordPress (WordPress for Dummes)dzii & 2 dz Zed B, Uiklis Rgfk3hibp gb\rs, in

order, each of the things you are most likely to want to do.

Change a page

8 Try dangingthe contentof the Home page. (Login; Cli¢lsit Site> Clickeditor navigate to it

throughPages)As you go along try tget to knav 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 LEARNEI
FOR TUTORS; NEWS; CONTACT US; DOWNLOAD AND TRY @nchpkamgi changes to the
assigned page.

~dd Highlight text and Show / Hile For advanced users:
) an click here to add a additional tools Switch to HTML mode|
'mage hyperlink

— =

Upload/Insert Visual

B | I 4

Paragraph -

@.

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

ChalkandTalk eLearning Support
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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 havetouble with pasted text, paste it into Notepad and cut and paste from
Notepad into WordPress or use tifaste from Wordbutton 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 paitiga w
your own website; not only links to external pages. This can be very useful e.g. for linking the ffont
page or side block to a news article.

Add an image

8 Addan image to the Home Pager whatever page you are working .d&lickAdd an imagen 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.

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

Select a suitable image size awtick Insertinto post

ChalkandTalk eLearning Support
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Add a new page

8 Try alding a new page ipour assignedection For example in the sectidforLearnergClick Pages
in the Dash Board @umn,-> Add New) Add your new content buibefore you click Publisktook for
the drop down menwParent(UnderAttributes) and selecEor Learner®r the name of your
assigned sectigrCheck that your new page appears as you expect and make any corrections

Tips¢ other page settings

1. You can allovComment on any page by clicking the Allow Comments check¥ou can control
comment moderatiorby clicking Settings> Discussion in the Dash Board Control Column

2. Only Parent Pagmappear along the top of the websitgthe current configuration can only handlg
about six parent pagesbut an (more or less) infite number of pages connected to thesehoose
another template if this becomes a problem.

3. You can reorder the menu along the top us@glerunder Attributeswhile you are in the page
editor.

4. Posts are different from Pages in that they appeahmorder of time and date of their creation. |
the current configuration all Posts appear in the News Section. (WordPress was developed fd
blogging and normally Posts appear on the front page. (Fpfearance> Settings> Reading>
Front page displayis the Dash Boarddumn if you want to change this back.)

= -

ChalkandTalk eLearning Support
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Add a document for downloading

8 Try adding downloadable document to your new page:
0 While logged inigit your page and click Edit

o ' GKS o0620GG2Y 2F &2dA2 aBEa RERR | fAyS (KL

o0 HA3Kf A 3 KDownlokd® f AyS W

o0 Click Add Media [ 7 AddMediaButton ]

0 Click Select Files

o Navigate to the file on your computer and click open. Wait while it uploads
o Ly GAGES Ffaz GeLlsS wsz2pytz2tR GKAAa R2O0dzySy
o Click File URL

0 Click Insert into pst

Tips

1. The Insert Media button automatically inserts the me@iacument)into a new page. To prevent
this and have the website user go straight to downloadihg documentg after clickng WileURIQ =
copythe File URL (Select all and CTRtI®ethe Add Media window, click the Hyperlink button
and paste the link you copied. Now the document will download direuitiyout going to a new

page

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

Add an Audio File

You can find out more about making aodor your website in Appendix ¥ou can download some sample
mp3 files fromwww.esupportscotland.org look for Auio files on the left side of the page.

ChalkandTalk eLearning Support
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8 Try addingan mp3 file to your page:
0 Visit your page and click Edit
o !'Gd GKS o02GG2Y 2F @2dzNJ GSEG FRR | fAyS GKI
o Il AIKfAIKEG GKS fAYyS W[AalGSyQ
0 Click Add Audio /Add Audio Button ]
o Click Selet Files
o Navigate to the audio file on your computer and click open. Wait while it uploads
o Ly GdAGES ¥ a2 GeLS W AadSy
o Click File URL
0 Click Insert into post
Tips
1. The Insert Audio button also automatically inserts the media in a new page. To prevamdHhigve
the website user go straight to hearing the audje¢ ¥ i SNJ Of A OcppyifieFileWRIA (Befect! w |
All and CTRL \Wlosethe AddAudiowindow, click the Hyperlink button and paste the link you
copied. Now the audio will open directisingWindowsor defaultmedia player.
2. 2 2 NRLINB&a KFa | ydzYoSNI 2F WAYEfAYSQ YLl LI F&s§

but none work with the latest versiognew mp3 players withimost certainly beipdated soon and
thisfacility will be addedo your welsite when itbecomes available.
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Add Links

You can add a lirtk any text using the Insert / Edit Link button in the text editor .
You can also add ligko the side bar
8 Try adding a hyperlinto the sidebar
0 Inthe Dash Board Columtiak Links > Add New
0 Add the name and address of the link you wish to add.
o /ftA01 WI'RR fAylQ
0 Visit the front page

Complete your Website

To finish the workshop, delete all yoexperimentation and continuereating you content.

ChalkandTalk eLearning Support
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Appendix 1: Additional Features for Administrators

Widgets

2 2NRt NBaa 6So0aAraisSa KI@S Ylye odaAftd Ay FYyR Ylye
site. Built in widgets include Calendars (Which display dates of News |tieimsy Pages and so ol.you
have ime left try this:

8 Have fun by adding a Google Gadget using the Text Widget

0 Visit http://www.google.com/gadgets/directory?synd=opemd choose a gadget

0 Click Add to your \@bpage

0 Change thevidth to 150

o Click Get Code

o0 Copy the code and go to AppearanceWidgets and Add a Text Widget
o0 Click Edit on your new Text Widget and paste in the code

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

Adding Users

Toadda new user in the Dash Boardl@mn 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 etipde'p 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/receiawvdetters, etc.

ChalkandTalk eLearning 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 ROligiknsn 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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O

Appendix 2: Style Sheets and Templatesi Gi vi ng your site a

The overall appearance of the website is8i8dY A y SR 0 & and the3e ake huo@edSadthemes
available to download from the internet.

¢KS OdINNBYyili WYHQGKSYS KLFLa 085Sy Odzadz2YA&ASR F2NJ dzi
e. A larger text size throughout
f. A broader page (950 px)
g. A High Contrast Optioffvailable by selectingfleading 6in the text editor)
h. ! fAadG 27F forthat topiat tmdbottolh & Svar@page

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

1. To dange the theme altogether login and go to thashboard Qick Appearancand you will see a
number of themes available for you to trflick on the theme you would liké.you want to upload
more themes gu must do this using FTP. This requires some expeifpisase get in touch to obtain
your FTP details and further help and advice.

Themes st o s et
widgets T
Editor Beautiful Day Fishy

K2 Optiens 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

& P available as Joomla template and Blogger
s

L o 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 sh@stalso requires
some expertisdut if you have a member of staff familiar witBS&hey can make changes by
clicking Appearance> Editor andselectingstyle.css from the list. Other pagructures can also be
altered this way.

ChalkandTalk eLearning Support
www.chalkandtalk.co.uk Pagel5



WordPress Workshop

Appendix 3: Audio Clips and Podcasts

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

¢tKS 0Sad G22ft T2N ON&hndawigadt dZRk DA L & QW ! dzRdidhad & GzR A

http://audacity.sourceforge.net/

To create mp3 files you must also download a phufpr Audacity here:

http://audacity.souceforge.net/help/fag?s=install&item=lamep3

You can find out more about Audacity in Unit 4 and 5 ofiiseng ICT in Adult literacies learnprggramme
at ALO

Making a simple Podcast

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

1. In Audacity, the first time you seleExport As MP#e ID3 tag dialogue box will appear.
otherwiseselect N2 2S00 ™ 9RAG L50 GF 3&

2. Complete the dialogue box with at least the detdilde andArtist
3. Upload your file to a VLE or blog.
4. There are also numerous free podcasting services like mypodeast.mypodcast.comy

Edit ID3 Tags (for MP3 exporting) =X

Format:
(" ID3v1 {more compatible)
& 1D3v2 {more flexible)

Title: ICLAN Beans Podcast

Atist: ICLAN Extending E-Leaming|

Abum: |

Track Number: I Year: I

Genre: IBIu&e _:_[

Comments: I

Cancel | [ ok |

ID3 tags make an MP3 file into a simple podcast
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