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SECTION I: BACKGROUND AND PURPOSE 

 
The Content Editor is responsible for maintaining all content on the Botany website except for pages pertaining to site 
structure. This document describes the role in detail and outlines the privileges that have been granted. 

SECTION II: LOGGING IN TO THE DEPARTMENT OF BOTANY WEBSITE 

 
To log in to the Botany website, access the following URL from your web browser: 
http://www.botany.ubc.ca/resources/internal-users 
 
This URL brings up the user login screen. 
 

 
Click the “Login” button, and you will be redirected to the UBC Campus-Wide Login Authentication page. 
 

 
 
Enter your CWL username in the “Login Name” field, followed by your CWL the password in the “Password” field. Once 
you have been successfully authenticated, you will be redirected back to your profile page in the Botany website. 
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Logging in provides access to the User Menu (found in the left sidebar), which serves as starting point for performing 
site updates.  The main links for this purpose are Manage Contents and Manage Users. 

SECTION III: THE ROLE OF THE CONTENT EDITOR 

 
The Content Editor has been granted the following privileges: 
 

 The ability to view and edit most fields pertaining to all content types 

 The ability to access, create, and edit most content types 

 The ability to delete all job postings, news stories, and events 

 The ability to delete graduate courses that have been created using your own account 

 The ability to work with revisions (view and revert) where the feature has been enabled 

 The option of posting job, event, and news updates to Twitter 

SECTION IV: CREATING JOB POSTINGS 

 
Once you log in, you will see the User Menu at the left side of the screen. To create a new posting, click the Manage 
Contents link under User Menu. 
 

 
 
Clicking Manage Contents brings you to the Manage Contents screen. To create a new job posting, click Add content 
and then select Job Posting.  
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Complete the job posting form at the next screen. 

Defined Fields 
 

 

For the job posting content type, the defined fields are as follows: 
 

 Title (required) 

 Opening Date (required) 

 Closing Date  

 Employment Group (required) 

 Position Title (required) 

 Salary 

 Number of Openings 

 Ongoing 
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 Start and End Dates 

 Possibility of Extension 

 Funding Type (required) 

 Job Description (required) 

 Application Instructions (required) 

 UBC Job ID 

 Link to Application Webpage (Title) 

 Link to Application Webpage (URL) 
 
Further instructions on how to complete each field have been provided on the job posting form. Note that all dates must 
be specified with the MM/DD/YYYY format. 
 

 
 

Synchronization of Information 
 
The job posting form has been designed as a single point of update for any posting. By submitting the form, field entries 
are replicated to: 
 

 the Jobs page on the Botany website (http://www.botany.ubc.ca/about_us/careers)  

 the Jobs RSS feed 
 
As the Content Editor, you have the option of announcing new postings on Twitter. On the form, this may be 
accomplished by selecting the option (found near the bottom of the page) labeled Post to twitter.com and ticking off 
Announce this post on Twitter. Note that both Twitter and Facebook updates occur as soon as you submit the form, 
regardless of the intended opening date. 
 

 
 

Timed Release and Removal of Job Postings 
 
The Opening Date and Closing Date fields determine when and how long a posting appears on the site. 
 
There are no restrictions on when a job posting may be submitted. However, the item remains invisible to visitors until 
the specified opening date. Once the closing date has passed, the posting disappears from the site again. 
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SECTION V: WORKING WITH PUBLISHED JOB POSTINGS 

 

Editing a Job Posting 
 
To access a comprehensive table of all published job postings, return to the Botany front page. From the Main Menu, 
click drop-down arrow besides About Us, click Careers. 
 
This brings up a display of current job postings. To view a specific posting, click the appropriate link. 
 

 
 
At the next screen, click the Edit tab, which will pull up the original job form. 
 

 
 

 
 
Once you have finished making your changes, click the Save button at the bottom of the page. 
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Deleting a Job Posting 
 
To permanently remove a job posting, access the relevant job posting form (Edit page) and click the Delete button at the 
bottom of the page. 

 

SECTION VI: CREATING NEWS STORIES 

 
Once you log in, you will see the User Menu at the left side of the screen. To prepare a new article, click the Manage 
Contents link in the User Menu. 

 
 

Clicking Manage Contents brings you to the Manage Contents screen. To create a new article, click Add content. 
 

 
 

 
At the Add Content Screen, Click News Article and complete the form at the next screen. 
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Defined Fields 
 

 
 
For the News Article content type, the defined fields are as follows: 
 

 Title (required) 

 News Publish Date (start and end) (required) 

 Body 

 Video or audio stream 

 Media 

 Caption 

 Image 

 Featured 
 
Further instructions on how to complete each field have been provided on the news article form. Note that all dates 
must be specified with the MM/DD/YYYY format. 
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File Attachments 
 
Insert an image, video, audio or document (doc, ppt or pdf) into the body of the news article by clicking the appropriate 
buttons. 
 

 
 

 
 
Click Select Media and specify the item that you would like to upload. Click the Submit button to finish. Note that the 
file must not exceed 100 MB in size. 
 
Similarly, when adding images to the News Article, click Browse and select the image that you would like to upload. Click 
the Upload button to finish. If an image needs to be removed, you may do so by clicking the Remove button. Unlike 
audio or video media, there is no file size limit for image files. 
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Synchronization of Information 
 
The news form has been designed as a single point of update for any story. By submitting the form, field entries are 
replicated to: 
 

 the Current News page (http://www.botany.ubc.ca/about-us/news)  
 

 
 

 the News panel (home page) (Note: only the two most recent articles will be shown in the News panel) 
 

 
 The News sidebar (Note: only the two most recent articles will be shown in the sidebar) 

 

         
 

 The News RSS feed 
 
As the Content Editor, you have the option of announcing new articles on Twitter. On the news form, this may be 
accomplished by selecting the option (found near the bottom of the page) labeled Post to twitter.com and ticking off 
Announce this post on Twitter. By default, Facebook is also updated with the same story. 
 

http://www.botany.ubc.ca/about-us/news
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Timed Archival of News Stories 
 
The news publishing End Date determines how long an article appears on the Current News page. Once this date has 
passed, the story is transferred to the Archived news page (http://www.botany.ubc.ca/about-us/news-archive; a link is 
also included in the sidebar block for “News options” on the Current News page), where it remains until it is manually 
deleted. 

SECTION VII: WORKING WITH PUBLISHED NEWS STORIES 

 

Editing a News Story 
 
To edit a news story, access the required article from the Current News (http://www.botany.ubc.ca/about-us/news) or 
Archived News (http://www.botany.ubc.ca/about-us/news-archive) page. 
 

 
This brings up the published view of the story. To access and modify the original news form, click the Edit tab under the 
title of the article. 
 

 
 
Once you have finished making your changes, click the Save button. 
 

Deleting a News Story 
 
To permanently remove a story, edit the relevant news page (as described in the above section) and click the Delete 
button at the bottom of the screen. 

http://www.botany.ubc.ca/about-us/news-archive
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SECTION VIII: CREATING EVENTS 

 
Once you log in, you will see the User Menu at the left side of the screen. To prepare a new event, click the Manage 
Contents link in the User Menu. 

 
 

Clicking Manage Contents brings you to the Manage Contents screen. Click Add Content. 
 

 
 
At the Add Content screen, click Event and complete the form at the next screen. 
 

 
 

Defined Fields 
 
For the Event content type, the defined fields are as follows: 
 
General Information 
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 Title (required) 

 Image 

 Date (required) 

 Location (required) 

 Map 
 
Botany Seminar Details 

 Speaker 

 Affiliation 

 Series 

 Host 

 Topic 
 
Event Classification (required) 

 Botany IT Lunch and Learn 

 Other Event 

 Seminar 

 Workshop 
 
Event Description (not required for seminars) 
 
Further instructions on how to complete each field have been provided on the events form. Note that all dates must be 
specified with the MM/DD/YYYY format, while all times must be specified in 24 hour format. 
 

 
 
If you are creating a seminar, complete the fields under the Botany Seminar Details block and leave Event Description 
blank. For all other event types, do the opposite. 
 

Event Classification 
 
On the events form, a taxonomy field has been created to specify the type of event that is scheduled. The available 
options are as follows: 
 

 Botany IT Lunch & Learn 

 Other Event 

 Botany Seminar 

 Workshop 
 
This classification affects how an event is represented on the site. For example, only seminar events are displayed on the 
Seminars page, on the Seminars sidebar, or on the front page (Seminars panel). 
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Synchronization of Information 
 
The events form has been designed as the single point of update for any event. By submitting the form, field entries are 
replicated to: 
 

 the Events Calendar on the Botany website (http://www.botany.ubc.ca/about_us/events)  

 the Seminars page on the Botany website (http://www.botany.ubc.ca/research/seminars) 

 the Seminars front page panel 

 the Seminars sidebar 

 the Events RSS Feed 
 

As the Content Editor, you have the option of announcing upcoming events on Twitter. On the event form, this may be 
accomplished by selecting the option (found near the bottom of the page) labeled Post to twitter.com and ticking off 
Announce this post on Twitter. By default, Facebook is also updated with the same story. 
 

 
 

Timed Removal of Seminar Information 
 
The Date field determines how long an event is listed in the Seminars page, Seminars sidebar, and front page (Seminars 
panel). Once the date has passed, the event is removed from these listings, although the actual item remains on the 
server until it is manually deleted.  

SECTION IX: WORKING WITH EVENTS 

 

Editing Event Information 
 
To edit events that have previously been published on the site, click the Manage Contents link from the User Menu at 
the left sidebar.  

 
 

Once you click Manage Contents, you will be brought to the Manage Contents screen. Select Event from the drop-down 
list at the Type field. Click Filter. You will then be presented with a filtered list of published events.  
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Scroll down to the event that needs updating and click the corresponding link (such as “Annual Botany Bonspiel” as in 
the example below.  
 

 
 
From the next view, click Edit and make the required changes.  
 

 
When you have finished, click the Save button at the bottom of the screen. 
 

Deleting an Event 
 
To permanently remove an event, perform the same steps as in the above section (Editing Event Information). However, 
instead of editing the event and saving changes, click the Delete button at the bottom of the screen. 
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SECTION X: CREATING GRADUATE COURSES 

 
Once you log in, you will see the User Menu at the left side of the screen. To create a new course item, click the Manage 
Contents link in the User Menu. 

 
 

Clicking Manage Contents brings you to the Manage Contents screen. Click Add Content. 
 

 
 
At the Add Content screen, click Course and complete the form at the next screen. 
 

 
 

Defined Fields 
 
For the Graduate Course content type, the following fields have been defined: 
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General Information 

 Course Department and Number (required) 

 Course Title (required) 

 Credits 

 Term 

 Notes 

 Start and End Dates 

 Meeting Location (Building and Room) 

 Meeting Days and Times 

 Instructor(s) 

 External URL 
 
Other fields 

 Course Overview 

 Evaluation Information 

 Lab Information 

 Tutorial Information 

 Additional Information 
 
Further instructions on how to complete each field have been provided on the events form. Note that all dates must be 
specified with the MM/DD/YYYY format. 
 

Course Classification 
 
On the graduate course form, a taxonomy field has been created to classify whether the course is an undergraduate or 
graduate course, as well as to specify whether it is currently offered. The full list of classifications is as follows: 
 

 Currently Offered 

 Graduate Course 

 Not offered this year 

 Undergraduate Course 

SECTION XI: WORKING WITH GRADUATE COURSES 

 

Editing Course Information 
 
To edit courses that have already been published on the site, click the Manage Contents link from the User Menu at the 
left sidebar.  
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Clicking Manage Contents brings you to the Manage Contents screen. Select Course from the drop-down list at the Type 
field and click Filter. You will then be presented with a filtered list of courses. 
 

  
 
Scroll down to the item that needs updating and click the corresponding link (such as “Botany 501” as in the example 
below).  
 

 
 
This brings up the published view of the course page. To access and modify the original form, click the Edit tab under the 
page title. 
 

 
 
After you have made your changes, click the Save button. 

SECTION XII: WORKING WITH FACULTY PROFILES 

 
To edit a faculty profile, click the Manage Users link in the User Menu. 
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Clicking Manage Users brings you to the People screen. Select Faculty Members from the drop-down list at the Role 
field and click Filter. You will then be presented with a filtered list of faculty members.  
 

 
 
Scroll down to the user whose profile needs updating and click the corresponding link. This opens up the published 
display of the faculty profile. From this view, click the Edit tab. 
 

 
 
At the next screen, click the Faculty Profile tab located near the upper right corner. 
 

 
This brings up the editing form for the faculty profile.  
 

Defined Fields 
 
For the Faculty Profile content type, the defined fields are as follows: 
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 CAS username 

 Display Name 

 First Name 

 Last Name 

 Faculty Type 

 Display by research keyword (required) 

 Research Areas 

 Accept grad student (required) 

 Profile Photo 

 Image citation 

 Position (required) 

 Organization 

 Research Abstract 

 Academic History 

 My Links 

 Office location 

 Office phone  

 Lab location 

 Lab phone  

 Fax number 

 Email address 

 Office Hours 

 Research Interests 

 Courses taught 

 Team members 

 Selected Publications 

 Community Work 
 
Further instructions on how to complete each field have been provided on the faculty profile form. For more 
information, please refer to the document entitled “Your Faculty Profile”. 

SECTION XIII: REVISIONS 

 
Revisioning has been enabled for certain content types including courses and basic pages. This allows the editor to roll 
back to a previous version of the content if the latest updates are unnecessary or incorrect. 
 
If revisioning is available, clicking the Revisions tab from the published view brings up a list of previous versions. 
 

 
An older version of the content may then be viewed by clicking the corresponding link. 
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To roll back to the older version, return to the list of revisions and click the corresponding Revert link. 
 

  

SECTION XIV: SOCIAL MEDIA 

 
The Botany website has been configured to work with Twitter and Facebook. Account information is as follows: 
 
Twitter 
 
Username: ubcbotany 
URL: https://twitter.com/UBCBotany 
 
Facebook 
 
Username: ubcbotany@gmail.com 
User Profile: http://www.facebook.com/ubc.deptbotany 
Department Page: http://www.facebook.com/ubcbotany 
 


