NWL ACP website publisher user guide

Always use the latest version of Chrome
Login to the CMS with your username and password

https://cms.imperial.nhs.uk/sitecore/login

Username always has to start with

sitecore\

@ SITECORE

User Name:

Enter user name

Password:

Enter password

Forgot your password?

Adding events

https://www.nwl-acute-provider-collaborative.nhs.uk/events

1. Click on Content Editor

Content Editing
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https://cms.imperial.nhs.uk/sitecore/login
https://www.nwl-acute-provider-collaborative.nhs.uk/events

2. When the content editor has loaded, navigate using on the drop-down arrows until you reach
Events, then click on it
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3. Click on the Experience Editor
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4. Click on [Edit this panel]

Experience Editor
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T2 > Imperial > Home > NWL-acute-provider-collaborative > Events > “ Edit

m The item is in the 'Published’ workflow state in the 'Imperial Content Workflow" workflow.

Rich Text Panel

=X . Usage23 T3+ More~w

[Edit this panel]

Future
P

5. When the Rich text panel window appear, click on more and then select Edit Component
properties:
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6. When the Control Properties pop-up appears, click Show editor to make it full screen:
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The Chair will invite public questions at the end of the meeting.

7. You can add text to the Rich Text Editor window by typing it in:

Rich Text Editor
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[Future Board in Common Public Meetings
Tuesday 16 April 2024
13.00 - 17.00 Members of the public, staff and partners are welcome to join this meeting in person as well as via Teams - the link will be shared when available.
‘Venue tbc ‘The Chair will invite public questions at the end of the meeting
Tuesday 16 July 2024
09.00 - 13.00 Members of the public, staff and partners are welcome to join this meeting in person as well as via Teams - the link will be shared when available.
Venue tbc The Chair will invite public questions at the end of the meeting.
Find out more about the acute provider collaborative and the board in common.
Find out how our close parinership will help improve patient care.
Tuesday 15 October 2024
13.00-17.30 Members of the public, staff and partners are welcome to join this meeting in person as well as via Teams - the link will be shared when available
Venue tbc ‘The Chair will invite public questions at the end of the meeting
Tuesday 21 January 2025
13.00 - 17.30 Members of the public, staff and partners are welcome to join this meeting in person as well as via Teams - the link will be shared when available.

Venue toc ‘The Chair will invite public questions at the end of the meeting
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7b. If you want to paste text from a Word document or something else, you must strip out
its formatting first. Click the brush icon in the top menu bar:
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7b.1 Click the ‘paste plain text’ button and paste your text into the ‘paste plain text’ box.
When finished, click ‘paste’.
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The rich text editor has some functionality similar to a Word document so you can
make text bold, insert bullet points, insert external links, and insert internal links
(links from other areas of the website/Sitecore)

Inserting internal links

1. Toinsert a link from your page to another page or document on the website, you
need to have published the document or page first or know where it is in the
library. Highlight the text you want to be a hyperlink and click on ‘insert Sitecore
Link’:
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2. For adding documents, click on Media Items and look for your document in the content tree
and then click on insert.



Insert Link
Nawigatet 10 or search for the e

Adding external links

1. Toinsert an external link or an email address, highlight the text you want to be a
hyperlink and click on hyperlink manager”:
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Insert the link in the URL box, choose New Window in the Target drop down
and click on OK. Your link will show on the editor.



Adding an email address

To add an email address, click on the URL box and then select the e-mail tab and
type in the email next to address. You can also include a subject; this will
automatically fill in the subject of the email when clicked.

Adding anchors

1. Highlight the text you want to be an anchor, click on hyperlink manager then
on the anchor tab, give a name to the anchor (one word) and click on ‘OK’.

Your anchor will now shown in pink.

Rich Text Editor
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Hammersmith was a workhouse infirmary built by the Hammersmitn Poor Law Guardians in 1912. Its buildings were used during the First World War for military orthopaedics,
before it became a general acute hospital in 1926. Along with all workhouse hospitals in London, Hammersmith Hospital came under the control of London County Council in
1929, and in 1935 it was chosen as the new home for the British Postgraduate Medical School.

Queen Charlotte’s and Chelsea Hospital

Queen Charlotte's was originally a voluntary hospital. Its n s Rgl S HISIENEL Ty bl t0 1752, Queen Charlotte’s is one of the oldest
maternity hospitals in the country and at different times h venscourt Park. Chelsea Hospital also moved site and
used to be based in Chelsea, in the building now occupied Hyperlink YIS E-Mail n Charlotte’s and Chelsea moved adjacent

to Hammersmith Hospital.

St Mary's Hospital Neme [anchori] ]
i
.ondon, and has been based at the same site in

St Mary's Hospital was founded in 1845 as a voluntary hos
Paddington for over 100 years. The hospital originally opel

The Western Eye Hospital

*  Western Eye started out life as a Georgian shooting box be ased at a number of different sites before finally
moving to Marylebone Road next to the Samaritan Hospit:

Anchor link
OK Cancel

2. To call the anchor, highlight the text you want to go to the anchor and click on
hyperlink manager, select existing anchor and click on ‘OK’ to save.
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Long before the NHS was created in 1948, there were two types of hospitals in west London:

* Workhouse hospitals
* Voluntary hospitals

=1 Hyperlink Manager
Voluntary hospitals were independent charities establishe torian values, were respectable working-class people

who had fallen on hard times because of sickness. Hyperlink Anchor E-Mail

People who were destitute had no alternative but to seek
old age, the workhouses opened hospital wards and even

URL | #anchor link 1ad been reduced to poverty through either sickness or

LinkText  Go to anchor link
7 Charing Cross Hospital

Charing Cross was originally a voluntary hospital called the Target  None v ng hospital. it was founded with only 12 beds by Dr
Benjamin Golding in 1818 near the Strand in Charing Cros n 1827, it changed its name to Charing Cross Hospital
and later set up a medical school. It moved to its present It

e
Hammersmith Hospital

a8 Hammersmith was a workhouse infirmary built by the Har ed during the First World War for military orthopaedics,
before it became a general acute hospital in 1926. Along w il came under the control of London County Council in |
1929, and in 1935 it was chosen as the new home for the OK Cancel
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3. Once you have completed your changes, click on the ‘accept’ button to close the rich text
editor.
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[Future Board in Common Public Meetings

Tuesday 16 April 2024

13.00 - 17.00 Members of the public, staff and partners are welcome to join this meeting in person as well as via Teams - the link will be shared when available.
Venue tbc ‘The Chair will invite public questions at the end of the meeting.

Tuesday 16 July 2024

09.00 - 13.00 Members of the public, staff and partners are welcome to join this meeting in person as well as via Teams - the link will be shared when available.
‘Venue tbc ‘The Chair will invite public questions at the end of the meeting,

Find out more about the acute provider collaborative and the board in common.

Find out how our close patnership will help improve patient care

Tuesday 15 October 2024
13.00-17.30 Members of the public, staff and partners are welcome to join this meeting in person as well as via Teams - the link will be shared when available.

‘Venue toc ‘The Chair willinvite public questions at the end of the meeting.

Tuesday 21 January 2025
18001730 Members of the public, staff and partners are welcome to join this mesting in person as well as via Teams - the link will be shared when available.
Venue tbc ‘The Chair will invite public questions at the end of the meeting. -
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3. Click on Ok
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4. Finally, click on save
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6. Once all the content has been inputted go to the review tab and click on ‘check in’
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Publishing content pages

1. On the publish icon click on the little triangle and then on Publish item
2. Make sure that Publishing targets Internet and Staging are ticked and click on

publish
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Publishing documents
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1. To add a document click on the ‘Media library’ tab

O Sitecore Experience Management

Content Editing

Q Content Editor
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2. Select the most appropriate folder in the site tree you are publishing the

document for.

3. Select your document:

4. Then click on ‘upload’

5. When you are finished, click ‘save’:

6. On the publish icon click on the little triangle and then on Publish item
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4. Publish item Q -

7. Make sure that Publishing targets Internet and Staging are ticked and click on publish

Publish Item

Select the relevant publishing settings for the item.
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Replacing a document

1. On the media library, search for the document you want to replace:
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2. Go to the media dropdown and click on ‘Detach’

Media:
Attach pownload



3. Click OK on this message:
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I Are you sure you want to detach the file?
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4. Choose file and attach.
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5. Click on Attach straight after
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6. On the publish icon click on the little triangle and then on Publish item
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The system does not keep records of previous documents, so if you replace a document
then the previous version is gone.



