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THE CELT HUB GUIDE 

 
To add, edit or update content on the hub, you must log in as an admin via the 
Admin link at the bottom of the left sidebar or by using your usual DMU log in 
at: https://celt.our.dmu.ac.uk/wp-admin/ 
 
Contents: 
 

Format and style guide 
 
Adding a new page 
 
Adding media to a page 
 
Adding a post to the CELT Blog 
 
CELT Case Studies 
 
Adding Hub Icons to your pages 
 
Adding new headlines/content to the ELT News window 
 
Adding information to the ‘What’s new on the Hub’ window 

____________________________________________________________ 
 
CELT Hub content format and style guide 
 
These are already set as the default styles, so you should not need to 
manually set them 
 
Hub default font 
Arial, Helvetica sans-serif 
Size = 14 points 
 
Hub default hyperlinks 
Colour 
hex code #D05E0B 
RGB 208 94 11 
 
Example - Support Using Technology 
 
CELT Case study 
 
Main header and tagline style 
Font size = 16 points 

https://celt.our.dmu.ac.uk/wp-admin/
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Main header Bold 
Tagline regular 
 
Example -  
Main header 
Tagline 
 
Sub-section style 
Colour 
Name: Golden Rod 
 
Hex code #D9A51F 
RGB 218 165 32 
 
Sub-section font size = 16 points 
 
Example - Summary 
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Adding a new page 
 
In the dashboard menu select + New > Page 
 

 
 
In the Add New Page window, give the page a title 
 

 
 
It is important to note that the Page Title is used as the URL link for the page 
– see the yellow highlighted section in the above example. The URL link for 
the page is: http://celt.our.dmu.ac.uk/page-title-here 
 
The Page Titles are also used as the links in sidebar menus. For example, 
the DMU Core Learning Technologies page title,  

 
is listed under the Support Using Technology Menu 
 

 
 
This is why it is important to keep page titles as short as possible so that they 
fit nicely in the menu. 
 
WordPress uses a typical WYSIWYG editor for adding content to a page. 
Very similar to the editor used in Blackboard. 
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When you have added your content to your page you have two options. 
 
1. Save the document as a draft 
If you do not want the page to be published to the live site immediately, you 
can save it as a draft to be edited at a later date. 
To save a draft click on the Save Draft button in the Publish window 
 

 
 
2. Publish the page to the live site 
 
When you publish your page, if you want the page to appear in a sidebar 
menu within a particular section, you will need to use the Parent dropdown 
menu in Page Attributes window 
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Clicking in the Parent dropdown menu will bring up a list of all pages that 
have been published on the site. Clicking on a particular page in this menu 
will make your new page a ‘child’ of the selected page, and automatically 
make the page title of your new page appear in the menu associated with the 
parent page. 
 
For example, if we select CELT People as the parent for our new page, 

 
 
When we navigate to the CELT people page, we will see our new page has 
been automatically added to the CELT People menu in the sidebar, at the top 
of the menu. In this example the new page was titled - add page example 
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It is possible to control where, in a menu, a page is listed by using the Order 
tool in the page attributes window.  

 
The larger the number you type in the box, the lower down the menu the page 
link will be when it is published. 
 
All pages (published and drafts) are stored in the Pages repository which can 
be accessed via the Pages link in the Dashboard menu on the left of the 
screen. 
 

 
 
Pages saved as Drafts will be indicated as such. 
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Adding media to a page 
 
Uploading and embedding images 
 
1. Click where in your page you want to add an image 
 
2. Click on the Add Media button 

 
 
3. Then the Upload Files link 
 

 
 
4. You can then drag and drop the media file from your computer desktop into 
the media library or you can use the Select files button to browse for the file 
 

 
 
5. When the file has uploaded, in the Attachment Display Settings window 
on the right, use the Link To dropdown menu to select None. 
 

 
 
6. Click the Insert into Page button, and the image will appear on your page 
 

  
 
If you do not wish to add the image to the page, simply close the add media 
window without clicking Insert into Page. The image file will still be stored in 
the media library to use whenever you need it. 
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Images can be resized when they have been inserted into a page using the 
resize handles that appear when you click on an image in a page in edit 
mode. 
 
Uploading and embedding a video 
 
To embed a video into a page on the hub requires that you upload your video 
to the hub media library and then insert it into a page as you would with an 
image. 
 
The current hub version accepts the following file types for embedding videos 
in a page: 
 
.flv,.mp4, .m4v, .wmv, .swf, .webm, .ogv 
 
You cannot embed .mov or .avi files. 
Nor can you use the DMU media server. 
 
To upload and embed a video into a page: 
 
1. Select where in your page you want to insert the video 
 
2. Click on the Add Media button 

 
 
Then the Upload Files link 

 

 
 
3. You can then drag and drop the video file from your computer desktop into 
the media library or you can use the Select files button to browse for the file 
 

 
 
5. When the file has uploaded, ensure that it is highlighted in the Media 
Library area 
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6. In the Attachment Display Settings window on the right, ensure that it is 
set to Embed Media Player 
 

 

7. Click Insert into Page 

 
 

Embedding a video from a could-based source 
 
You can embed videos in hub pages from a variety of cloud-based sources. 
E.g. youtube, vimeo, google. 
 
This requires the use of some short code. 
 
1. Select where in the page you want to insert a video 
 
2. Type in the shortcode that corresponds to the cloud host - a list of short 
codes for all supported video cloud hosts can be found in the Appendix below. 
The ‘id’ can be found in the url of the host site. 
 
E.g. Shortcode to embed this video at a size of 640px X 360px 
 
[vimeo 1084537 640 360] 
 
Adding audio 
 
It is suggested that all audio files are formatted as .mp3 files before being 
uploaded to the hub media library – as this will reduce the file size. 
 
There is a free software tool called Switch that you can use to convert lots of 
different audio file types to .mp3. 
 
Information about Switch software and download is at: 
http://www.nch.com.au/switch/index.html 
 

http://vimeo.com/1084537
http://www.nch.com.au/switch/index.html
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1. Upload your audio file into your Media Library 

2. Navigate to the blog post or page on which you want to embed the audio 
and enter edit post/page mode 

3. Click the Add Media button in the page editor menu 

 

4. From the Media Library select the audio file that you want to embed 

 

5. Ensure that the Attachment Display Settings is set to Embed Media 
Player 

 

6. Click the Insert into Post/Page button 
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Adding a post to the CELT Blog 
 
1. In the dashboard menu select + New > Post 
 

 
 
2. Give the post a title and compose your blog post in the text editor 
 
3. Make sure that you categorise your blog post. In the Categories 
window, select the categories that you want to be applied to the post. 
 

 
 
3. When ready post your blog entry to the live site by clicking Publish 
 
Be aware that the title of all new posts (which is also a link to the post) 
are automatically added to the ELT news window at the top of the Hub 
home page. 
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Adding new headlines/content to the ELT News window 
 
On the Hub Home page there is an animated ELT News window at the top the 
page. This window shows the latest additions to the CELT blog (the 5 most 
recent posts). Any time you post an entry to the CELT blog, the title of the 
blog post (which is also a link to the blog post) will appear in this window. 
 
Adding information to the ‘What’s new on the Hub’ window 
 
Any time you add new content (not blog posts) – e.g. adding a new case 
study. You can announce this addition using the ‘What’s new on the Hub’ 
window which appears on the Hub home page in the left sidebar. 
Unfortunately new pages are not automatically added to the ‘What’s 
new’ window – it is a manual process. 
 
To add an announcement to the ‘What’s new..’ window: 
 
1. Having created and published your new page, copy/make note of the 
page id number (e.g. 5694) that appears as part of the page url when you 
are in edit page mode. 
 

 
  
 
2. In the dashboard, navigate to the Widgets section in the Appearance 
menu 
 

 
 
3. In the Sidebar 1 menu, open the Featured Content widget by clicking the 
arrow. 
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4. Locate the Include pages section (2nd column, mid way down) and enter 
the page id number – ensuring that a comma and space separates the 
previous page id number from the new addition 
 

 
 
5. Click the Save button in the bottom right corner of the Featured Content 
widget 
 

  
 
The title of your new page (which is also a link to the page) should now 
appear in the ‘What’s new on the Hub’ window 
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CELT Case Studies 
 
There are three templates that can be used to add Case Studies to the hub. 
Each is saved as a draft page on the hub. You can change the format of 
these templates to suit the needs of your particular case study. 
 
1. CELT Case Study Template with Video 
https://celt.our.dmu.ac.uk/?page_id=5518 
 
2. CELT Case Study Template with Audio 
https://celt.our.dmu.ac.uk/?page_id=5520 
 
3. CELT Case Study Template with no media 
https://celt.our.dmu.ac.uk/?page_id=5575 
 
How to add a CELT case study 
 
1. Navigate to the required template 
 
2. Click the Edit Page button 
 

 
 
3. Copy all of the content in the template page 
 
4. Create a new page - in the dashboard menu select + New > Page 
 

 
 
5. Give the page a Title and paste the copied template content into the new 
page. 
 
You must ensure that you copy the case study template page content 
and paste it to a new page. Please do not alter or edit the original case 
study template pages. 
 
6. Edit the content on your new page as needed 
 
Working with the table structure in case study templates 

https://celt.our.dmu.ac.uk/?page_id=5518
https://celt.our.dmu.ac.uk/?page_id=5520
https://celt.our.dmu.ac.uk/?page_id=5575
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You will notice that the case study page is built with a series of tables. Each 
table is located directly beneath the preceding table with no space in between. 
If you want to add a new table (or any other content) in between two existing 
tables simply hover your cursor over the area where you wish to insert a table. 
You will see a red insertion line appear. 
 

 
 
Clicking on the Insert Paragraph Here button will add a space between the 
tables into which you can then add another table, or any other content. 
 
If you need to delete a table, ensure that there is a paragraph space above 
and below the table you wish to delete. Click and drag your cursor from one 
paragraph space to the other, thereby selecting all of the table, and click 
delete. 
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Adding Hub Icons to your pages 
 
When adding new content to the hub, ensure that you insert the appropriate 
hub icons where necessary. Pay particular attention to key alert icons such 
as: copyright warning, software installation, specialized equipment, consent, 
and the alert icon. 
 
All of the icons are stored in the Media Library on the Hub and can be added 
to a page or post by using the Add Media button. 

 
 
New icons may be added over time, where necessary. 

All of the key icons conform to a particular size and style format. 
A 150 x 150 pixel background canvas, 
on which is a 142 x 142 pixel white rectangle with a grey drop shadow, 
on which sits the icon image. 

                     

 
 
All of the main icons are sized at 150 x 150 pixels. 
They will need to be resized (maintaining scale) when being added to pages, 
as follows: 
 
Icon size guidelines 

When using an icon as a section header: 
scale it to size - 130 x 130 pixels 
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e.g. http://celt.our.dmu.ac.uk/ 

 

When using an icon as a page header: 
scale to size - 90 x 90 pixels 

 

 
e.g. http://celt.our.dmu.ac.uk/support-using-technology/dmu-core-
elt/blackboard/blackboard-how-do-i/blackboard-site-management-tasks/ 

 

When using an icon to accompany small sections/paragraphs within a page: 
scale to size - 60 x 60 pixels 

 
e.g. http://celt.our.dmu.ac.uk/support-using-technology/dmu-core-
elt/blackboard/blackboard-how-do-i/blackboard-site-management-
tasks/logging-in/#BBUNP 

 

When using an icon within a single line of text: 
scale to size - 20 x 20 pixels 

 
e.g. http://celt.our.dmu.ac.uk/support-using-technology/dmu-core-
elt/blackboard/blackboard-how-do-i/blackboard-site-management-
tasks/logging-in/ 

http://celt.our.dmu.ac.uk/
http://celt.our.dmu.ac.uk/support-using-technology/dmu-core-elt/blackboard/blackboard-how-do-i/blackboard-site-management-tasks/
http://celt.our.dmu.ac.uk/support-using-technology/dmu-core-elt/blackboard/blackboard-how-do-i/blackboard-site-management-tasks/logging-in/#BBUNP
http://celt.our.dmu.ac.uk/support-using-technology/dmu-core-elt/blackboard/blackboard-how-do-i/blackboard-site-management-tasks/logging-in/
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The video, audio and download icons do not need resizing when used: 
 

 
 

 
 

 
 

 
List of the main icons used in the hub and what they represent: 
 

 
Creative commons license 
This is the image of the creative commons license used for the hub 
 

 
Next page/section 
This icon can be used as a link to the next page or section in a series of linked 
pages/sections. E.g. the Effective Online Teaching section - 
http://celt.our.dmu.ac.uk/support-using-technology/effective-online-teaching/ 
 

 
Go Back 
This icon can be used as a ‘previous’ type link 

 
Support using technology 
This icon accompanies information concerning help and support in the use of 
ELT, such as guidelines on the use of Blackboard. 

 
Effective practice 
This icon accompanies information that concerns the effective use of ELT.  

http://celt.our.dmu.ac.uk/support-using-technology/effective-online-teaching/
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Toolkit 
This icon accompanies information about resources (equipment, hardware, 
software) that can be used to support and develop eLearning.  

 
CELT Blog 
Icon for the CELT blog 
 

 
Staff Development Workshops and Training 
This icon links to information about staff training and development workshops 
in the use of ELT for teaching.   

 
Key Documentation and/or Policy 
This icon indicates information or material that concerns core institutional 
operation, such as institutional policy documents and guidelines. 

 

 
Core technology 
This icon accompanies information concerning the use of DMU core 
technology. 

 
Blackboard - This icon accompanies information concerning Blackboard. 
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Campus Pack 
This icon accompanies information concerning the use of Campus Pack 
 

 
Turnitin 
This icon accompanies information concerning the use of Tunitin. 
 

 
DMU streaming media server 
This icon accompanies information concerning the DMU streaming media 
server. 
 

 
DMU commons 
This icon accompanies information concerning the DMU commons. 
 

 
Non-DMU-core technology 
This icon accompanies information concerning the use of non-DMU core 
technology. 
 

 
Requires specialised equipment 
This icon indicates that the procedure explained may require the use of 
specialised equipment/hardware. It will contain a link to information about 
where to obtain the required equipment/hardware. 
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Consent 
This icon indicates an activity that requires some form of consent to be given 
prior to the activity taking place. E.g. video recording a student role-play 
session, video/audio recording a lecture in which students can be seen or 
heard on the recording. 

 
May require software installation 
This icon indicates that the procedure explained may require the installation of 
computer software. It will contain a link to information about where to obtain 
and how to install the required software. 

 
Potential copyright issues 
This icon indicates that the procedure described may have copyright issues. 
E.g. downloading a video from the internet to use in Blackboard.  

 
Recommended reading 
This icon is associated with information, or practices for which there is 
recommended reading (such as journals, articles, blogs), which may be in the 
form of links to electronic information, document and multimedia downloads. 
Not to be confused with the Key documentation and policy icon.  

 
Pedagogy 
This icon indicates information that concerns the pedagogic use of ELT. How 
and/or why a particular technology is useful from a teaching and learning 
perspective.  
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Helpful tip 
This icon accompanies helpful tips - such as workarounds and short cuts.  

 
Alert 
This icon is used to alert site users to important information.  

 
Video content 
This icon indicates that there is a video associated with the particular 
information/item.    

 
Audio content 
This icon indicates that there is an audio recording associated with the 
particular information/item.  

 
Question/help 
This icon indicates sections, information or links that concern help - such as 
FAQs.  

 
Download 
This icon is associated with any downloadable materials/files. E.g. PDF. 

 
CELT Case Study 
This icon indicates case study materials that have been produced by CELT 
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Intellectual property (IP) 
This icon accompanies information concerning intellectual property rights. 
 

 
Legal information 
This icon accompanies information concerning legal information – which can 
include IP, copyright, consent, data protection, etc. 
 

 
Copyright information 
This icon accompanies information concerning copyright. It is not be confused 

with the Copyright Warning icon  which is used to bring the site users 
attention to a practice that may have copyright infringement potential. 
 

 
Multimedia development 
This icon accompanies information concerning the development of multimedia 
content. 
  



	  

Prepared	  by	  Rob	  Weale	  
January	  2014	  

Appendix 
 
Short code ids for cloud based video hosts 
 
123video.nl 
[123videonl id width height] 
 
Aniboom 
[aniboom id] 
 
Archive.org 
[arcive id width height] 
 
Blip.tv 
[bliptv id width height] 
 
Break 
[break id] 
 
Brightcove 
[brightcove id] 
 
Cellfish 
[cellfish id] 
 
Clipfish 
[clipfish id] 
 
Clipsyndicate 
[Clipsyndicate id width height] 
 
Collegehumor 
[collegehumor id] or with configurable size [collegehumor id width height] 
 
ComedyCentral.com 
[comedycentral id] 
 
current.com 
[current id width height] 
 
D1G.com 
[d1g id width height] 
 
Dailymotion 
[dailymotion id width height] 
 
dotSUB 
[dotsub id width height] 
 
Facebook 
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[FB id] 
 
Flickr Video 
[flickr id width height] 
 
Funny or Die 
[funnyordie id width height] 
 
GameTrailers 
[gametrailers id] 
 
GameVideos 
[gamevideos id] 
 
Generic Flash 
[flash id] 
 
Glumbert 
[glumbert id] 
 
GoalVideoz 
[goalvideoz id width height] 
 
Google Video 
[google id] 
 
Grouper 
[grouper id] 
 
Guba 
[guba id width geight] 
 
Hamburg1 Video 
[hamburg1 id] or with configurable size [hamburg1 id width height] 
 
IFILM 
[ifilm id] 
 
ISeeIt.TV 
[iseeittv id width height] 
 
Jumpcut 
[jumpcut id] or with configurable size [jumpcut id width height]  
 
Kewego 
[kewego id width height] 
 
Last.fm 
[lastfm id] 
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LiveLeak 
[liveleak id] 
 
MEGAVIDEO 
[megavideo id width height] 
 
Metacafe 
[metacafe id] 
 
Mncast.com 
[mncast id width height] 
 
Mojvideo.com 
[mojvideo id width height] 
 
mpora.com 
[mpora id width height] 
 
MQSTO.com 
[mqstovideocom id] 
 
MSN 
[msn id width height] 
 
MyspaceTV 
[myspacetv id] 
 
MyVideo 
[myvideo id] 
 
Novamov 
[novamov id] 
 
OnSMASH.com 
[onsmash id width height] 
 
reason.tv 
[reason id] 
 
ReelzChannel 
[reelzchannel id width height]  
 
Revver 
[revver id] 
 
screencast-o-matic.com 
[screencast id width height] 
 
Sevenload 
[sevenload id width height] 
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slideshare.com 
[slideshare id] 
 
smotri.com 
[smotri id width height] 
 
Sumo.tv 
[sumotv id] 
 
teachertube 
[teachertube id] 
 
Trilulilu 
[trilulilu id width height] 
 
Tu.tv 
[tutv id] 
 
UnCut 
[uncut id] 
 
Veoh 
[veoh id] 
 
Videotube 
[videotube id] 
 
Vimeo 
[vimeo id width height] 
 
Vsocial 
[vsocial id] 
 
vzaar.com 
[vzaar id width height] 
 
Wandeo 
[wandeo id] 
 
wat.tv 
[wat id width height] 
 
Yahoo! Video 
[yahoo id] 
 
Youreporter 
[youreporter id] 
 
Youtube 
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[youtube id] or with configurable size [youtube id width height] 
 
Youtube Playlist 
[youtubeplaylist id width height] 
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