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1. Quick post-launch fix

Edit and save pages

Some errors can be fixed simply by opening and saving a page.

This page, for example, has text lumped together and is lacking spaces.

Kandidatutbildning
Magisterutbildning
Doktorandutbildning

Socialskydd for stipendiater

Nedan information om socialskydd for stipendiater

Enligt lagstiftningen omfattas forskare och forskarstuderande som arbetar i
Finland med stéd av ett 1 Finland beviljat stipendium pé minst 1 259,53 euro
(nivan dr 2016) under minst fyra minader utan avbrott av lagstadgat pensions-
och olycksfallsskydd samt grupplivforsikring. Saledes intjinar de pé basis av
stipendiearbete bl.a. pensionsskydd foér alderdom och eventuell arbetsoférméaga.
Heltidsstipendierna beviljade efter 1.1.2009 omfattas - med vissa undantag -
obligatoriskt av lagen. Den lagstadgade férsikringspremien dr i genomsnitt cirka
15 procent av stipendiets belopp.Lantbruksféretagarnas pensionsanstalt (LPA)
handhar stipendiaternas sociala trygghet gillande pensions-, olycksfalls- och
grupplivforsikringarna. Stipendiebeviljarna informerar LPA om alla

heltidsstipendier som uppfyller kriterierna for lagstiftningen.Varje stipendiat ska

Huvudémnen och
handledare

Forskning och
handledning

Studiernas strukfur

Finansiering och
socialskydd

Finansiering

Socialskydd fér
stipendiater

Karrigr efter
doktorsexamen

Antagning
Fraga oss!

Bulletin board for

research funding

Sppna
universitetsstudier

sjilv sorja for att teckna forsiikring och betala forsikringspremierna. Mera
information om den sociala tryggheten for stipendiater och ansékning om

férsiikringen: www.lpa.fi --> Stipendiater; telefon: + 358 29 435 11, e-post: Executive Education &

EMBA
vakuutus@mela.fi. :
Internationella
méjligheter
Solve the problem by first clicking on “Edit” (“Redigera’)...
etivagen e el peier o+ o i i, gt Executive Education &

EMBA

Internationella
méjligheter

Studieliv

vakuutus@mela fi.

Visa Redigera Radera  Oversitt

HANKEN SCHOOL OF ECONOMICS

= T0 ., oo @B AR




Then click “Save” (“Spara’).

Related Articles Sv

“ P.item - Image item

from Migration D7

‘ Lagg till P.Item - Image Item |

File links En
Na Paragraph added yet.

 Laggtill Add File links |

File links
No Paragraph added yet.

| Laggtill Add File links |

[m] published

Spara (this translation) Radera

Voila — this automatically brought back some of the spaces on the page.

° °e ) ™ Kandid
Socialskydd for stipendiater Magi
Doktora
Nedan information om socialskydd for stipendiater Huvu
Enligt lagstiftningen omfattas forskare och forskarstuderande som arbetar i ::::
Finland med stdd av ett i Finland beviljat stipendium pa minst 1 259,53 euro hand
(nivan ar 2016) under minst fyra manader utan avbrott av lagstadgat pensions- S
och olycksfallsskydd samt gruppliviorsikring. Sdledes intjinar de pa basis av :;n:i’:
stipendiearbete bl.a. pensionsskydd for dlderdom och eventuell arbetsoférmaga. F
Heltidsstipendierna beviljade efter 1.1.2009 omfattas - med vissa undantag -
obligatoriskt av lagen. Den lagstadgade forsikringspremien ér i genomsnitt eirka
15 procent av stipendiets belopp. SZL:
Lantbruksforetagarnas pensionsanstalt (LPA) handhar stipendiaternas sociala :;z:
trygghet gillande pensions-, olycksfalls- och grupplivférsikringarna. Bullet
Stipendiebeviljarna informerar LPA om alla heltidsstipendier som uppfyller resea
kriterierna for lagstiftningen. c"F}P""’
universi
Varje stipendiat ska sjélv sorja for att teckna forsikring och betala :;T;:ﬁ
forsikringspremierna. Mera information om den sociala tryggheten for —
stipendiater och anstkning om forsikringen: www.lpa.fi --> Stipendiater; telefon: mdjligh
+ 358 20 435 11, e-post: vakuutus@mela.fi. Studieli




2. Create a new page

Click on the cogwheel symbol in the top-left corner that’s visible when logged in.

:. MyWeb Tools Shortcuts

H A N K E N Apply Research Co

Click on “Add content”.

< C

& hanken.fi/en/admin/content

Content Scheduled Media

Administration

Add content

Title

Content type Published status Language

- Any - v || -Any- v || -Any-

Choose relevant type of content, for example “Pages”.

Add content

RSS Amica
Clone of RSS

Pages

se articles

or time-sensitive content like news, press releases or |J|Og posts.




3. Overview of page elements

Create Pages
pid connt
o e

Add Image Links, Rectangl Add Links,

s | AddQuote

pddTable | Addselced

xxxxxxx

Add Course Lt (Hanken) | Add Course List (Open University, Lyyti) | Add Donor List

Remove

eeeee

nnnnnn

‘Add AddFile links.

Select files

nnnnnn

Remove

Title, Summary and Body
have fixed locations on a
page. Title and Summary
are mandatory.

Narrow content (9 columns
wide) and full width content
(12 columns wide) can be
dragged and dropped to
change location.

Related Articles on the
bottom of the page (avoid
using until the Title can be
translated)

Related Articles transferred
from old website (avoid
using)

File links (avoid using until
formatting is correct)



4. Headings

Subheadings should be of the format: Heading 2. Smaller subheadings should
be Heading 3. Headings under subheadings should have format Heading 4.
Headings should not be bolded regular text.

P4 den hir sidan kan du lisa om hur antagningen till Hanken gar till 4r 2020. ";";"‘Y‘ ‘;‘”“"—‘
siugerande
Bilagor

Antagning 2020

Kontakt

Den gemensamma antagningen Heading 2

Hanken #r numera en del av den gemensamma antagningen till . o
Magisterutbildning

Doktorandutbildning
Sppna

VCId betyder de'l'? Head|ng 3 universitetsstudier

Executive Education &

ekonomutbildningen. Den kan du bekanta dig med hér

Det betyder att Hanken har gemensamma urvalskriterier och ett gemensamt EMBA
intridesprov med alla andra finsk- och svensksprakiga ekonomutbildningar i Internationella

‘ méiligheter
Finland.

Studieliv

Vilka &r de andra? Heading 3

1 den gemensamma antagningen till ekonomutbildning deltar Svenska
Handelshégskolan, Abo Akademi, Aalto-universitetet, J yviskyld universitet,
Uledborgs universitets handelshogskola, Abo handelshtgskola, Ostra Finlands

universitet, Tammerfors universitet, Vasa universitet och LUT-universitet.

Né&r och var gérs ansékan? Heading 3

Ansokningstiden dr 18.3-1.4.2020. Anstkan gors i portalen studieinfo.fi. Mer

Choose a Heading format by selecting the text and clicking on the dropdown

menu. Here the heading format is Heading 2.

Body

(@

m*

B I U | Rubik2 ~ Qr - = = e | = = FA| 9 E | @Kala X

Den gemensamma antagningen

Hanken ar numera en del av den gemensamma antagningen till ekonomutbildningen. Den kan du bekanta dig med har

Vad betyder det?
Det betyder att Hanken har gemensamma urvalskriterier och ett gemensamt intradesprov med alla andra finsk- och svensksprakiga ekonomutbill
Vilka dr de andra?

| den gemensamma antagningen till ekonomutbildning deltar Svenska Handelshogskolan, Abo Akademi, Aalto-universitetet, Jyvaskyla universit
handelshdégskola, Abo handelshdgskola, Ostra Finlands universitet. Tammerfors universitet, Vasa universitet och LUT-universitet.

Né&r och var gors ansdkan?

Ansokningstiden ar 18.3-1.4.2020. Ansokan qors i portalen studieinfo.fi. Mer specifik information hittar du har

Vem kan soka till utbildningen?




5. Main image

Not every page needs a main image, but when there is one it should be add-
ed via the “Top Image” function. Old main images in the “Body” field, especially

those that were designed to fit Hanken’s old website, can be removed.

y Vi an for musmarkeren &
o= ?V‘;nli%g?ndf val
o | —— Kandidatutbildning
B I U|noms - ol ¢ © o o@|i= = @[ E| B XD B ' i
Vikt
a7

Menu links with lower weights are

¥ URL-ALIAS

W| Generera automatiska URL-al
Avmarkera detta for att skapa €

‘ 4 Y Select and press uRLraI\.as - -
: ‘ i = 539 “ » anken/kandidatutbild]
E T ‘ ¢ - delete” to remove

. ‘ .
t l i} = f old image. _
DU KAN INTE

VAUA FEL.
PR s———

Den gemensamma antagningen
Hanken ar numera en del av den gemensamma antagningen till ekenomutbildningen. Den kan du bekania dig med har

Vad betyder det?

Det betyder att Hanken har gemensamma urvalskriterier och ett gemensamt intradesprov med alla andra finsk- och gvensksprakiga ekonomutbildningar i Finland

Vilka &r de andra?

Add new main image under “Top Image” > “Select entities”.

Redigera Pages Hur blir jag antagen till Hanken 2020?

Visa Redigera Radera Oversatt

Node = Antagning

&' Hur blir jag antagen till Hanken 20207 (Pages) har uppdaterats.

Title *

Hur blir jag antagen till Hanken 20207

Language

} Swedish v

¥ TOP IMAGE

Select entities

Pa den har sidan kan du |3sa om hur antagningen till Hanken gar till 3r 2020.




Click “Select files” and upload an image from your computer or select one from

the image library.

Select entities

Drop and Upload New Image Image Library

File upload *

Drop files here to upload them

eller

Select files

Upload Image

Add “Image name” and a descriptive “Alternative text”.

Select entities

Hankenstudenter

Image *

Alternativ text *

Tva studenter sitter och gér uppgifter pa Hanken




“Crop Image” to zoom in on a section of the image.

(This step is voluntary.)

Select entities

[2) hanken-16.jpg (8.38 MB)

¥ CROP IMAGE

¥ CROP 16:9

Click “Upload Image”.

Select entities

10/10/2019 09:16:10 PM

Format: 2079-10-70 21:16:10. Lamna tomt for att anvanda tiden ndr formularet skickades in

URL alias

Ange en alternativ sokvag dar dessa data kan nas. Skriv till exempel "/om™ nar du skriver en sida

"om webbplatsen”.

[m] Published

Loggmeddelande for versionshantering

Beskriv kortfattat de andringar du har gjort.

Upload image

10



Now the page can be saved.

Language
[ Swedish

v TOP IMAGE

Author:

¥ INSTALLNINGAR FOR MENY

|| Ange en menylank

Titel pa menylanken

Antagning

Beskrivning

Visas nar man fér musmarkaren éver menylanken.
Ovanliggande val
Kandidatutbildning -

Vikt

47

Menu links with lower weights are displayed before lin

¥ URL-ALIAS

m| Generera automatiska URL-alias
Aumarkera detta for att skapa et anpassat alias net

URL-alias

Jsok-till-hanken/kandidatutbildning/antagning

Ange en alternativ sokvag dar dessa data kan nés. Skri
webbplarsen”.

» FORFATTARINFORMATION

1




6. Adding images to article

To add an image to the Body or to Content/Accordion, click on the “E”.

Title ® Published

Senast sparad: 11.26.2019 - 14:54

In English - Skriva texter for webben guide

Language Author:
Engelska v
v INSTALLNINGAR FOR MENY
» TOP IMAGE
W] Ange en menylank
Article Summary * Titel pa menylanken
Har hittar du tips och r&d om hur du skriver battre texter pa webben. InlEnglhESkitvajtexter forwebbenpuide
Beskrivning
y Visas nar man for musmarkoren over menylanken.
Body Ovanliggande val
- -— Skriva for webben v
B I U| Noma - QL gl |e ™ = =M P E B « @
Vikt
Hanken School of Economics, one of the oldest business schools in the Nordic countries, was e: bhsrl Choose from MEDIA L ears ago. Today, 0
Hanken is the only stand-alone business school in Finland. Our strategy includes profiling the Scliagl iagl d research- Menu links with lower weights are displayed before links with higher weights.
intensive business school with close ties to the corporate world. We offer academic programmes on all levels (BSc, MSc and PhD) at two locations, in
Helsinki and Vaasa
» ATKOMST
Research at Hanken is carried out within all departments, with a special focus on four selected areas of strength. Many of our researchers are at the
absolute forefront of their field. Our cooperation with the corporate world is reflected in joint research projects, in active interaction through our partner v URLALIAS
programme as well as the generous support we receive in our fundraising.
Hanken is the first university in Finland to introduce a mandatory period abroad as an integrated part of the curriculum. The students are thus offered a | Generera automatiska URL-alias
unique opportunity to create their own international networks for life through an exchange or internship period abroad. These lifelong networks are Avmarkera detta for att skapa ett anpassat alias nedan.
created both intemationally and at Hanken. They permeate the studies and play an important role in the excellent placement of our alumni on the URL-alias

international job market. Through our alumni network and activities we also make sure that the network built while at Hanken and the ties to the School » " S o »
are maintained and broadened after graduation. [faculty-staffwritir k-progr texte

Ange en alternativ sokvag dar dessa data kan nas. Skriv till exempel "/om" nar du skriver en

Upload an image by choosing an existing one from the Image Library or upload a

new one by clicking on “Select files” and “Upload new image”.

Select media to embed

Drop and Upload Image I Image Librar I Remote Video (youtube, mediaserver ..)

Drag and Upload New Files Files Library

Uploaded Videos (both Remote and Hanken own) Upload new Video File

File upload *

Drop files here to upload them

eller

Select files

CmEEmEEsEssEsEEsE s ———

Upload new image

12



When uploading a new image, give it a Name and Alternative Text.

Name *

Hanken flagga

Alternativ text *

Hankens flagga framfor bla himmel

Short description of the image used by screen readers and displayed when the image is not loaded.

Crop the image if needed.

Select media to embed

v CROP IMAGE (CROPPING APPLIED)

Crop 16:9

Crop 1:1
Cropping applied.

Crop 3:2

Crop 4:5
Cropping applied.

Crop 5:3

| Reset crop |

| Tabort |

media_category

13



Choose a media category to ease searching for the image.

media_category
Bibliotek - Library
CCR
CERS
CIEL
EPCE
Forskning - Research
CODESS

®| Hanken

HCCG

Helsingfors — Helsinki

HUMLOG

Choose format under “Display as” (remember to choose the same format as the

Crop has, here e.g. 1:1). The Alt Text has already been entered; if not, it’s impor-

tant to add one. The default justification None is a good option in most cases, but

there’s also a possibility to choose Left, Center or Right. The image text (bildtext)

can be left empty. Now the image can be embedded (blue button).

Embed media

Selected entity
Hanken flagga

Display as *
Square 1:1 VM v

& The crop "Crop 1:1" was successfully added for image "32492434897_2050796cc6_o.jpg".

Alternativ text

Hankens flagga framfér bla himmel
Denna text kommer att anvéndas av skarmlasare, sokmotorer eller nar bilden inte kan laddas.

Justera
®) Ingen Vanster Centrerad Hoger

Bildtext

14



7. Image sizes

Different image sizes and formats available for Body or Content/Accordion field.

Portrait 4:5

i

Square 1:1

15



8. Add hyperlink (using node link)

Open a new window/tab with web page you want to link to. Right-click “Edit” on

the bottom of the page and choose “Copy link address” to get node link.

e R 1 g e v e v s

Strength and Areas of High Potential (AoS and AoHP) for the per
2023 as keywords.

SHOW MORE »

View Edi+ Nalata Tranclata
Open link in new tab

Open link in new window

Open link in incognito window

Save link as...

Copy link address

I t Ctrl+Shift+
Visiting and cc o - nAACSB

ACCREDITED

address: address:

Arkadiankatu Kirjastonkatu
22, 00100 Helsinki, Finland 16, 65100 Vaasa, Finland
Postal Address: P.O.Box Postal Address: P.O.Box

Open the web page you want to add a link to. Highlight the word(s) you want to

turn into a link, e.g. “Research”, and click on the chain symbol.

Body

B I U nNomal = 0 I s MW |z ;= FR| 9 E | [@ Souce & X

Hanken School of Economics, one of the oldest business schools in the Nordic countries, was established more than one hundre
Hanken is the only stand-alone business school in Finland. Our strategy includes profiling the School as a genuinely international
intensive business school with close ties to the corporate world. We offer academic programmes on all levels (BSc, MSc and PhD
Helsinki and Vaasa

at Mlanken is camied out within all departments, with a special focus on four selected areas of strength. Many of our res
mrsomeroretiont of their field. Our cooperation with the corporate world is reflected in joint research projects, in active interaction
programme as well as the generous support we receive in our fundraising.

Hanken is the first university in Finland to introduce a mandatory period abroad as an integrated part of the curriculum. The stude
unigue opportunity to create their own international networks for life through an exchange aor internship period abroad. These lifelg
created both interationally and at Hanken They permeate the studies and play an important rale in the excellent placement of o
international job market. Through our alumni network and activities we also make sure that the network built while at Hanken and
are maintained and broadened after graduation.

Paste node link into URL field, remove “/edit” from the address, click “OK”.

Link Info Target Advanced

Display Text

Research

Link Type
URL

Protocol URL

https:// v www.hanken.fi/en/node/ 25

16



9. Remove hyperlink

Click anywhere on the hyperlink, then click on the chain symbol with an X.

&« C @ hanken fi/en/node/2402894/edit
-

Article Summary *

Test summary. The first line of Lorem Ipsum, "Lorem ipsum dolor sit amet..", comes from a line in section 1.10.32.

Body

B I U Nomal B Q 71, M |99 E | B souce B @

Hanken School of Economics, one of the oldest business schools in the Nordic countries, was established more than one hundred years ago. Today,
Hanken is the only stand-alone business school in Finland. Qur strategy includes profiling the School as a genuinely international and research-
intensive business school with close ties to the corporate world. We offer academic programmes on all levels (BSc, MSc and PhD) at two locations, in

Helsinki and Vaasa.

anken is carried out within all departments, with a special focus on four selected areas of strength. Many of our researchers are at the
absolute forgfront of their field. Our cooperation with the corporate world is reflected in joint research projects, in active interaction through our partner
programme as well as the generous support we receive in our fundraising.

Hanken is the first university in Finland to introduce a mandatory period abroad as an integrated part of the curriculum. The students are thus offered a
unigue opportunity to create their own international networks for life through an exchange or internship period abroad. These lifelong networks are
created both internationally and at Hanken. They permeate the studies and play an important role in the excellent placement of our alumni on the

international job market. Through our alumni network and activities we also make sure that the network built while at Hanken and the ties to the School
are maintained and broadened after graduation.

17



10. Add file

Place cursor where you want the file to be and click on “E”.
< C @ hanken.fi/en/node/2402894/edit

Article Summary *

Test summary. The first line of Lorem Ipsum, "Lorem ipsum dolor sit amet..", comes from a line in section 1.10.32.

Body

[@ Source 4

Choose from MEDIA
Hanken School of Economics, one of the oldest business schools in the Nordic countries, was establishou s wian uns nunaed years ago. Today,
Hanken is the only stand-alone business school in Finland. Our strategy includes profiling the School as a genuinely international and research-
intensive business school with close ties to the corporate world. We offer academic programmes on all levels (BSc, MSc and PhD) at two locations, in
Helsinki and Vaasa.

B I U Noma - Q I gl e s ™ = = EB 5]

Research at Hanken is carried out within all departments, with a special focus on four selected areas of strength. Many of our researchers are at the
absaolute forefront of their field. Qur cooperation with the corporate world is reflected in joint research projects, in active interaction through our partner
programme as well as the generous support we receive in our fundraising.

irst university in Finland to introduce a mandatory period abroad as an integrated part of the curriculum. The students are thus offered a
unigue opportunity to create their own international networks for life through an exchange or internship period abroad. These lifelong networks are
created both internationally and at Hanken. They permeate the studies and play an important role in the excellent placement of our alumni on the
international job market. Through our alumni network and activities we also make sure that the network built while at Hanken and the ties to the School

Click “Drag and upload new files”, “Select files” and “Upload new file”.

Select media to embed

Drop and Upload Image Image Library Remote Video (youtube, mediaserver ..)

I Drag and Upload New Files I Files Library

Uploaded Videos (both Remote and Hanken own) Upload new Video File

File upload *

Drop files here to upload them

or

Select files

18



Give the file a name. If you want a different name to be visible on the web page,

enter that into the description field.

Select media to embed

File upload *

Drop files here to upload them

or

Select files

Name *

Hanken web guide 2020

File ™
[@ hanken_guide_for_weh_editors.pdf

Description

| Guide for web ed\mrs‘

Remove

Aunthared hv

Select “File link” from the dropdown menu and click “Embed’.

Embed media

Selected entity
Hanken web guide 2020

isplay as *

File Link v

®) None Left Center Right

Caption

19



11. Change file name

Click on the file name and then the “E”.

Body

B I U Foma = QT | e R sl E |2 source 4 XhE&E

Hanken School of Economics, one of the oldest business schools in the Nordic countries, was established more than one hundred years ago. Today,
Hanken is the only stand-alone business school in Finland. Our strategy includes profiling the School as a genuinely international and research-
intensive business school with close ties to the corporate world. We offer academic programmes on all levels (BSc, MSc and PhD) at two locations, in
Helsinki and Vaasa.

Research at Hanken is carried out within all departments, with a special focus on four selected areas of strength. Many of our researchers are at the
abso\ute forefront of their field. Our cooperation with the corporate world is reflected in joint research praojects, in active interaction through our partner
as the generous support we receive in our fundraising.

Bniversity in Finland to introduce a mandatory period abroad as an integrated part of the curriculum. The students are thus offered a
unique opportumly to create their own international networks for life through an exchange or internship period abroad. These lifelong networks are
created both internationally and at Hanken. They permeate the studies and play an important role in the excellent placement of our alumni on the
international job market. Through our alumni network and activities we also make sure that the network built while at Hanken and the ties to the Schoaol
are maintained and broadened after graduation.

body Embedded Choose from MEDIA
About text formats
Introduction text. Please, use available Elements from the list below for more dynamic experience.

Show row weights

Tags

Click on the link.

Embed media

Display as *
| File Link

Align
®) None Left Center Right

Caption

20



Hover over file name too see pen symbol, click on it and choose to edit.

€ Web guide 2020 | hanken - Google Chrome

@& hanken.fi/sv/media/9819

HANKEN

‘ Guide for the web

Change Description to change the file name visible on the web page. Then click

save and close the window.

Edit Media File Web guide 2020

Visa Redigera Radera

9819

Name * ]

Web guide 2020

File *

M| hanken_guide_for_web_editors.pdf

Beskrivning

Guide for the web

=) L _ e e las UL

Ta bort
Language

Swedish v

Information om
versionshantering Skapa ny version

Inga versioner

21



Finally, embed the file.

Embed media

Selected entity
Web guide 2020

Display as *
File Link

Align

®) None Left Center Right

Caption

22



12. Types of elements

Content/Accordion element (regular width)

Mission &®

Image links, squares (regular width) (avoid using until fixed)

Kurser S&k till Hanken Ansdkningstid

Image links, rectangles (regular and full width)

Forskning Kurser

23



Links, coloured buttons (regular width)

) ) . . Hankens
Kandidatstudier Magisterstudier forskarskola

Links, simple buttons (regular width)

Contact us External sources

Useful materials Digital tools

Quotes (regular width)

A mission statement is not something you write overnight... But fundamentally,
your mission statement becomes your constitution, the solid expression of your

'&- vision and values. It becomes the criterion by which you measure everything
else in your life.

— Stephen Covey

Horizontal block (full width)

Horizontal Block

Lorem ipsum dolor sit amet, consectetur adipiscing elit,
sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua. Ut enim ad minim veniam, quis nostrud

exercitation ullamco laboris nisi ut aliquip.

READ MORE >

24



13. Add accordion

Click “Add Content/Accordion”

< Links, Simple Buttons -

Links, Simple Buttons
Simple Button 1
Simple Button 2

MY PHONE NUMBER!
| ‘ Add Content/Accordion | Add Image Links, Squares | Add Image Links, Rectangles | Add Links, Coloured Buttons ‘

‘ Add Links, Simple Buttons Add Quote Add Table | Add Selected People (from Hanken Contacts) | Add Selected Publications
‘ Add Library Search Form | Add Course List (Hanken) | Add Course List (Open University, Lyyti) | Add Donor List |
‘ Add Latest Publications | Add Publications per Department and Keywords Add Publications per Department |

Add Pecple at Hanken |

Show row weights

The accordion can be dragged and dropped into the right place using the arrow
cross. Click “Show as accordion” to make an accordion. Then add Header and

Content. When you’re done, save the page.

simple Button 1
Simple Button 2

Dntent/A:(Drd ion

Header

Add title here y

HELLO YOU ARE GOING TO USE MY PARAGRAPH!
Content limited to 80 characters, remaining: 66

Show Paragraph Header

how as Accordion
OTE! Header is compulsory for Accordion

M| Show Collapsed by Default (only for Accordion)
Content

B I U | Noma - Q I &l = & M= = M » E|[Qsource « B @

Add content here

Accordion 1
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14. Add regular content paragraph

Click “Add Content/Accordion” just like with the accordion.

< Links, Simple Buttons -

Links, Simple Buttons
Simple Button 1
Simple Button 2

kool 1Y PHONE NUMBER!

‘ Add Content/Accordion | Add Image Links, Squares | Add Image Links, Rectangles | Add Links, Coloured Buttons ‘

‘ Add Links, Simple Buttons Add Quote Add Table | Add Selected People (from Hanken Contacts) | Add Selected Publications
‘ Add Library Search Form | Add Course List (Hanken) | Add Course List (Open University, Lyyti) | Add Donor List |

‘ Add Latest Publications | Add Publications per Department and Keywords Add Publications per Department |

|

Add People at Hanken |

Show row weights

Full Width Content (12-col Paragraphs)

< Image Links, Rectangles .

Image links, full width 1
Image links, full width 2
Image links, full width 3
Image links, full width 4

< Horizontal Block

The content paragraph can be dragged and dropped into the right place using the
arrow cross. Leave “Show as accordion” empty to create a reqular content par-
agraph - the type of HTML field as the “Body”. Then add Header (optional) and

Content. When you’re done, save the page.

simple Button 1
Simple Button 2

ontentlAc(ord ion

Header

Add title here (optional) A

HELLO YOU ARE GOING TO USE MY PARAGRAPH!
Content limited to 80 characters, remaining: 55

Show Paragraph Header

how as Accardion
OTE! Header is compulsory for Accordion

m| Show Collapsed by Default (only for Accordion)

Content
= B[ E | [@souce « B @

.
[
[

B I U Nomal - CITe H e 3 ™

Add content here
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15. Add rectangular image links

Click “Add Image Links, Rectangles”. The image links can be added either to the

article (9 column content) or the full width part of the page (12 column content).

< Links, Simple Buttons -

Links, Simple Buttons
Simple Button 1
Simple Button 2

HERE COMES YOUR CATALOG LINK AN MY PHONE NUMBER!

‘ Add Content/Accordion | Add Image Links, Squares I Add Image Links, Rectangles I Add Links, Coloured Buttons ‘

‘ Add Links, Simple Buttons | Add Quote | Add Table | Add Selected People (from Hanken Contacts) | Add Selected Publications
‘ Add Library Search Form | Add Course List (Hanken) | Add Course List (Open University, Lyyti) | Add Donor List |

‘ Add Latest Publications | Add Publications per Department and Keywords | Add Publications per Department |

|

Add Pecple at Hanken |

Show row weights

Drag and drop into place using arrow cross. Fill in URL and Link text. Add an
Image by clicking on “Edit” and following the same steps as on page X. To add

another image link to the same row, click “Add P. Item - Image Item”.

Prolonged Image Link Items

ltem - Image Item Collapse -

LINK URL
URL

Magisterstudier pa engelska (246)
Start typing the title of a piece of content to select it. You can also enter an internal path such as /node/add or an external URL such as http.//example.com. Enter
<front>ta link to the front page.

Link text

Image links, rectangle 1

¥ MEDIA IMAGE

Studenter pa Hanken

# Ptem- magetem [ [~]

Image links, rectangle 2

Add P.ltem - Image Item

How many image items per row?
2-3 images/row for articles (9 col)

2-4 images/row for full width (12 col)

Image links, rectangle 1 Image links, rectangle 2
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16. Add coloured buttons

Click “Add Links, Coloured Buttons”.

N —
Links, Simple Buttons
Simple Button 1
Simple Button 2
HERE COMES YOUR CATALOG LINK AN MY PHONE NUMBER!
‘ Add Content/Accordion | Add Image Links, Squares | Add Image Links, Rectangles Add Links, Coloured Buttons
‘ Add Links, Simple Buttons | Add Quote Add Table | Add Selected People (from Hanken Contacts) | Add Selected Publications
‘ Add Library Search Form | Add Course List (Hanken) | Add Course List (Open University, Lyyti) | Add Donor List |
‘ Add Latest Publications | Add Publications per Department and Keywords Add Publications per Department |

Add People at Hanken |

Show row weights

Drag and drop into place using arrow cross. Fill in URL and Link text. Add a back-

ground colour from the dropdown menu. Try to alternate colours so that identical

colours are not placed next to each other. The available colours are: grey blue,

light grey, olive, pink and salmon. To add another image link to the same row,

click “‘Add P. Item - Image Item”.

Show row weighy

Link Colored Button

Item - Link Colored Button Remove

LINK URL
URL

Magisterstudier pa engelska (246)
Start typing the title of a piece of content to select it. You can also enter an internal path such as /node/adid or an external URL such as http://example.com. Enter

<front=to link to the front page.

Link text

Coloured button 1

Item Background Color

Background Grey Blue v

“ P.Item - Link Colored Button Remove

LINK URL
URL

Magisterstudier pa engelska (246)
Start typing the title of a piece of content to select it. You can also enter an internal path such as /node/adid or an external URL such as htp://example.com. Enter

<front=to link to the front page.

Link text

Coloured button 2

Item Background Color

Background Pink

Add P.Item - Link Colored Button

Link text

Coloured button 1

Item Background Color

Background Grey Blue v

-None-

Background Black

Background Grey Blue

Background Light Grey
an also
Background Olive

Background Pink

Background Salmon

Layout (12 Column Grid): Full column
Layout (12 Column Grid): Half column

Layout (12 Column Grid): One quarter column

Coloured button 1 Coloured button 2
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17. Add simple buttons

Click “Add Links, Simple Buttons”. The links can be added either to the article (9

column content) or the full width part of the page (12 column content).

< Links, Simple Buttons -

Links, Simple Buttons
Simple Button 1
Simple Button 2

HERE COMES YOUR CATALOG LINK AN MY PHONE NUMBER!

‘ Add Content/Accordion | Add Image Links, Squares | Add Image Links, Rectangles | Add Links, Coloured Buttons ‘
I Add Links, Simple Buttons |I Add Quote Add Table | Add Selected People (from Hanken Contacts) | Add Selected Publications
Add Library Search Form | Add Course List (Hanken) | Add Course List (Open University, Lyyti) | Add Donor List |
‘ Add Latest Publications | Add Publications per Department and Keywords Add Publications per Department |

‘ Add People at Hanken |

Show row weights

Drag and drop into place using arrow cross. Fill in Title, URL and Link text.

To add another link, click “Add another item”.

<+ Wnks, Simple Buttons Remove
Title
Useful links
Show row weights
Text link
+ URL

Bachelor & Master courses (35199)
Start typing the title of a piece of content to select it. You can also enter an internal path such as /nodesadd or an external URL such as http://example.com. Enter

=front=to link to the front page.

Link text

Simple Button 1

URL
Orientation days for new exchange students (871844)

Start typing the title of a piece of content to select it. You can also enter an internal path such as /node/add or an external URL such as http://example.com. Enter
<front=to link to the front page.
Link text

Simple Buttonj

Add another item

Useful links

Simple Button 1 Simple Button 3

Simple Button 2 Simple Button 4
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18. Add horizontal block

Click “Add Horizontal Block”. The horizontal block can only be added to the full
width part of the page (12 column content).

< Course List (Hanken) Edit |
Add Horizontal Block Add Image Links with Framed Text Add Image Links, Rectangles Add People at Hanken
I Add Course List (Hankenl Add Course List (Open University, Lyyti) Add Latest Publications Add Publications per Department
Add Publications per Department and Keywords Add Library Search Form Add Donor List Add Selected Publications

Related Articles (Manual Liftups)
No Paragraph added yet.

Add Add Related Articles

Drag and drop into place using arrow cross. Fill in Title (max 60 characters incl.
spaces), Description (170-220 characters incl. spaces) URL and Link text (max
18 characters incl. spaces, ALL CAPITAL LETTERS). Choose whether you want
the text to be shown on the right or left. Add a background colour from the drop-
down menu. The available colours are: grey blue, light grey, olive, pink, salmon

and black.

Full Width Content (12-col Paragraphs)

4 Hprizontal Block Collapse |~

READ MORE

¥ MEDIA IMAGE

Remoave
Replace

Edit

ackground Pink -




The horizontal block can only be added to the full width part of the page

(12 column content).

Title  Horizontal Block

Lorem ipsum dolor sit amet, consectetur adipiscing elit,
sed do etusmod tempor incididunt ut labore et dolore

Descri ptiOnﬂagna aliqua. Ut enim ad minim veniam, quis nostrud

exercitation ullameco laboris nisi ut aliquip.

Link text

Character guide:

Title: max 60 characters incl. spaces
Description: 170-220 characters incl. spaces
Link text: max 18 characters incl. spaces (ALL CAPITAL LETTERS)
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19. Create event

Click on the cogwheel symbol in the top-left corner that’s visible when logged in.

:. MyWeb Tools Shortcuts

H A N K E N Apply Research Co

Click on “Add content”.

< C & hanken.fi/en/admin/content

Content Scheduled Media

Administration

Add content

Title Content type Published status Language

- Any - v || -Any- v || -Any-

Choose “Events”,

Pages

Use articles for time-sensitive content like news, press releases or blog posts.

Events

Tl + N L

-

shown in Calendar Feed

Campuses Info

Info about Hanken's campuses. Comes from Peppi reservations/reservation parent {} fields
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20. Create news article

Click on the cogwheel symbol in the top-left corner that’s visible when logged in.

:. MyWeb Tools Shortcuts

H A N K E N Apply Research Co

Click on “Add content”.

< C & hanken.fi/en/admin/content

Content Scheduled Media

Administration

Add content

Title Content type Published status Language

- Any - v || -Any- v || -Any-

Choose “News*.

Lyyti Events

MyWebh Banner
Banner to be displayed in Myweh.

News

Reservation Contact Info
People who reserve rooms at Hanken. Comes from peppireservation/reservation attendee[], reservedFor[] id doesn't match the id of person from Peppi persons/y
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